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Sponsors  have  indicated  particular  interest  in  certain 
projects  which  provide  professional  and  clerical  aid  to  local 
goverrimental  units.   Requests  for  information  concerning  the 
technique  of  operating  certain  of  these  -orojects  have  led  to  the 
preparation  of  several  circulars  in  the  WPA  Technical  Series. 

This  circular  provides  a  suggested  operating  technique 
for  a  survey  in  the  field  of  Heal  Estate  Activity.   It  is  hoped 
that  the  suggestions,  as  far  as  they  are  pertinent,  will  serve  as 
a  guide  to  successful  project  operation  and  will  increase  the  com- 
petence of  the  technical  superi'-ision. 

The  procedures  presented  herein  are  not  mandatory.   Local 
conditions  and  legal  requirements  may  necessitate  some  chan.ges. 
It  has  heen  demonstrated,  however,  that  these  procedures  and  forms 
are  adeqiiate  to  accomplish  the  stated  objectives  of  such  a  survey. 

These  procedures  relate  only  to  the  technique  of  project 
operation.  ITothing  in  this  circular  is  to  be  construed  as  affect- 
ing or  modifying  in  any  way  administrative  procedures  of  the  Works 
Progress  Administration. 


Harry  L.  Hopkins 
Administrator 
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PHZPACE 

In  the  spring  of  1935  the  Division  of  Economics  and 
Statistics  of  the  Federal  Housing  Administration,  with  the  coopera- 
tion of  the  Central  Statistical  Board,  made  a  study  of  the  possibili- 
ties of  obtaining  more  comprehensive  data  from  the  use  of  puhlic  rec- 
ords pertaining  to  refil  estate.  Preliminary  studies,  conducted  hy 
L.  Durward  Badgley  of  the  Division  of  Economics  and  Statistics  of 
the  Federal  Housing  Administration,  were  "based  on  an  examination  of 
county  records  in  different  parts  of  the  country  and  a  complete  re- 
view of  oil   past  efforts  to  obtain  information  on  real  estate  activity 
in  its  various  phases.   These  prelim.inary  investigations  proving 
sufficiently  significant,  Mr.  Badgley  was  requested  to  prepare  a  st^mdo-rd 
technique  for  the  conduct  of  real  estate  activity  surveys  which  would 
he  adaptable  to  the  use  of  WPA  workers. 

Particiilar  credit  is  due  Raymond  Schwartz  of  the  Federal 
Housing  Administration  for  assistance  in  the  preparp.tion  of  the  tech- 
nique.  Credit  is  also  due  Ernest  M.  Fisher  and  Howard  G.  Brunsman 
of  the  Federal  Housing  Administration,  Donald  Jackson  of  the  Department 
of  Agriculture,  and  Morris  A.  Copeland  and  V/illiam  M.  Hoad  of  the  Central 
Statistical  Board. 

The  survey  procedure  was  originally  designed  for  the  opera- 
tion of  a  comprehensive  study  involving  the  collection,  correlation, 
and  analysis  of  da,ta  obtained  from  several  sources.   It  was,  however, 
readily  divisible  into  several  basic  studies.   The  survey  outlined 
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in  this   cii'ciilar  represents   one   pnch  iinit    so   devised  p.s  to  te  com- 
plete  in  itself. 

The  Works  Progress  Administration  is   indebted  to  the 
Federal   Housing  Administration  for  its  valuable   assistance   in  the 
preparation  of   these  procedures  and  in  their  adaptation  to  the 
special    conditions  under  v/hich  WPA  projects  must    operate. 

The  procedures   outlinet^   are   recommended  by   the  Division 
of  Woraer '  G  and  Professional  Projects  a,s  a  guide   in  the   operation 
of  this  tyjje   of  resenrch,    statistical,    and   survey  project. 


Ill 
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BACPIGROUKD  AlTD  PURPOSE 


A.  General  Objective 


This  technique  is  deGi;.^ned  to  make  available  to  municipal 
and  county  officials  an  analysis  of  the  public  records  relating  to 
real  estate  transfers  and  mortgage  financing  in  recent  years. -^  The 
significance  of  such  data  is  apparent  in  view  of  the  mcajor  role  played 
by  real  property  in  community  development. 

The  growing  responsibilities  of  local  and  coimty  governments 
have  been  evidenced  by  the  constant  extension  of  public  services,  mC. 
by  the  grov/ing  consciousness  of  the  need  for  basic  data  reauisite  to 
estr.blishing  public  nolicies  and  increasing  administrative  efficiency. 
In  no  field  has  the  incrcpse  in  public  concern  been  more  evident  than 
in  the  realm  of  ronl  estate  activity.   This  is  not  surprising  vmen 
one  considers  that  investments  in  re;\l  property  represent  the  largest 
single  item  in  the  tangible  pssets  of  present  day  American  communities. 
The  public  interest  is  concerned,  however,  not  only  with  safeguarding 
these  investments  but  in  insuring  that  real  estate  development  be  such 
as  to  increase  the  welfare  of  the  community  as  a  whole.   This  latter 
interest  has  been  manifested  in  the  establishment  of  city  plc"Jining  and 
zoning  boards;  in  increased  development  of  engineering  departments;  in 
greater  .attention  to  housing  and  builrling  codes;  in  a  closer  examination 
of  community  resources  for  purposes  of  taxation;  and  in  greater  empha.sis 
on  better  operations  of  public  utilities. 
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Intelligent  iritmicipal  administration  is  based,  of  necessity, 
on  analysis  of  available  data  relating  to  the  past.   In  the  field  of 
real  estate  activity  such  basic  data  are  available  in  the  various 
public  records  relating  to  real  estate  transactions.   In  each  county 
office  throughout  the  country  there  exists  a  rich  untapped  mine  of 
infornation.i/  The  tabulation  and  analysis  of  these  raw  materials 
will  assist  in  the  development  of  principles  which  will  serve  as  a 
guide  in  formulating  public  policies. 

Wliile  these  county-  records  have  been  recognized  by  research 
a.gencics  a,s  a  source  of  vita.l  information,  the  cost  of  tab.il.ating  the 
data  in  usable  form  for  a  sufficiently  long  period  of  years  and  in 
the  reqiAired  detail  has  usually  be  prohibitive.   In  recognition  of 
the  budgetary  limitations  of  locrl  agencies  (governmental  or  private), 
this  technique  ha.s  been  developed  by  the  Federal  Housing  Administration 
and  the  Y/orks  Progress  Administration.   The  use  of  the  technique  will 
facilita.te  the  effective  local  use  of  Works  Program  fiindr,  and  personnel. 

3.  T^'pos  of  Data  Obtained  and  Their  Uses 
This  technique  Y/ill  nrovide  the  following  typos  of  data 
for  analysis: 

1.  Real  estate  transfers.  -  The  data  are  to  be  tabulated  accord- 
ing to  civil  division,  7/ oar  of  transfer,  form  of  deed  involved,  and 
t;^-pe  of  grantor  (seller)  and  of  purchaser  (grantee). 


l/3ities  v/hich  have  recently  conducted  Real  Property  Inventories  ha.ve 
additional  materials  pertaining  to  the  current  situation  which  will 
be  invaluable  in  supplementing  the  trend  data  compiled  in  the  present 
stud;y' . 
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2.Sheriff's   sales   of   rerJ.   ostp.te.    -   In  addition  to  tabulations 
similar   to   those  prepared  for   real    estate   transfers,    the   tabiil-a" 
tions   of  docioments   relpting  to   sheriff's   snles   of  renl   estate  are 
to  indicate   the   type   of  transaction   (mortgage   foreclosure,    tax   srle, 
etc.),    the  amount   due  at   time   of   foreclosure,    and  the  njnount  paid  "by 
purchaser.      In  o.ddition  the   types   of  plaintiff  and  defendant   in  the 
court   action  are  to  "be   tabulated,    a.s  \7ell   as  whether  the  purchaser 
is   the   s.ame  as   the  plaintiff. 

3.   Mortgage   records.   -  Tabulations  of  these  materials  are   to 
be  mn,de   according  to   civil   division,    year  of   recording,    and  tyiDC 
of  mortga^gor   (borrower)    njid  of  mortgagee   (lender).      Furthermore, 
the   characteristics   of   the  mortgages   are   to  be   tabulated  in  terms 
of  method  of  payment,    face   njnoiint   of  mortgage,    interest   rate,    fre- 
quency of   stipulated  payment,    and   the   term   of   the  loan  in  years. 
Examples  of  possible  charts   and  graphs   developed  from   such 
tabulated  data  are  presented  in  figures  1   through  4.      These   spjiiple 
charts   are  based  on  the  number  of  instruments   recorded  in  Allegheny 
County,   Pennsylvania,    for  each  of  the  years  1932  to   1934.      Figure  1    shows 
mortgo.gcs   recorded  by  type   of  mortgagee    (lender);    figure  2   shows  the 
mort£a£-:es  by  amount   of  mortgage;   v.'hilc   in  figure   3  the  mortgage   dr.ta 
are  presented  by  term  of  mortgage.      Mortgpge   foreclosures  are   shown 
by  tj^e   of  plaintiff   in  figure  4.      Lonf-';-tcrm  graphs  may  be  prepared 
similar  to   that    shown  as   figure  5. 

The  material   assembled  in  a   survey  of  this  type  may  be 
presented  not    only   for  the    county  as   a  whole  but   also    for  principal 
cities  within  the   county  ;ind   for  different   typos   of   instruments. 
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The  information  thus  made  available  throu^fjh  studies  in  the 
field  of  Real  Estate  Activity  will  prove  uaefiol  to  many  public  officials. 
Among  these  are  local  financial  officers,  including  municipal  and  coiinty 
treasurers,  assessors,  and  comptrollers;  city  or  regional  planning  and 
zoning  bodies;  engineering  officials;  building  inspectors;  and  those 
char.-^ed  with  administration  and  development  of  public  works.   While 
the  present  study  provides  limited  information,  the  data  are  basic  to 
further  research  in  this  field.   Such  further  research  may,  in  turn, 
supply  more  intensive  and  specialized  data  to  meet  the  more  specific 
needs  of  the  various  governing  bodies  and  officials.   Furthermore,  the 
materials  will  prove  of  interest  to  private  agencies,  such  as  real 
estate  boards;  to  real  estate  brokers;  a:id  to  those  investing  directly 
in  real  property. 

C .  Sponsors  of  Project 

The  Works  Progress  Administration  is  interested,  from  the 
standpoint  of  successful  project  operation,  in  the  organization  which 
elects  to  operate  studies  of  this  type.   The  sponsor's  position  is 
necessarily  a  responsible  one.  As  several  different  sets  of  govern- 
ment records  must  be  made  accessible  to  workers  on  such  a  project,  the 
sponsoring  crgajiization  must  have  the  ready  cooperation  of  the  authoritie 
in  all  the  departments  concerned.   The  interests  and  facilities  of  the 
sponsoring  agency  should  be  such  as  to  insure  successful  completion 
of  the  work  ajid  maximum  use  of  the  results. 
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A  desirn.TDle  project  sponsor  wo-uld  "be  an  agency  such  as  a. 
local  housing  authority,  planning  board,  zoning  authority,  or  one  of 
the  governmental  units  having  jurisdiction  over  the  records  that  arc 
to  be  used.   In  any  locality  where  a  municipal  research  agency  has 
been  established,  such  a  body,  by  coordinating  the  various  research 
interests,  may  make  a  desirable  sponsor.   It  may  be  helpful  also,  to 
obtain  the  participation  of  certain  quasi-public  bodies,  such  as  real 
esta.te  boards,  as  co-sponsors. 

Immediately  upon  f orm-ulation  of  preliminary  plains,  it  is 
advis.ablG  that  the  sponsor  consult  officials  of  the  Works  Progress 
Administration.   The  local  representative  of  the  Works  Progress  Admini- 
stration will  cooperate  in  the  preparation  of  estimates  for  personnel 

required  aiid  will  aid  in  determining  the  costs  of  printing  and  other 

?/ 
incidental  expenses  which  usually  are  borne  by  the  sponsor.^/ 

L.  Information  Heeded  for  Project  Initiation 

Before  a  project  of  this  tyne  can  be  initiated  the  sponsor 

must  review  the  sources  of  data  to  determine  the  feasibility  of  the 

survey  in  the  particular  area.   In  addition,  it  will  be  necessary  to 

estiraa.te  the  probable  cost  and  to  determine  personnel  needs. 


2/Wlien  a  sponsor  consults  local  or  State  Works  Progress  Administration 
authorities  in  regard  to  the  pla.nning  of  a  project  of  this  type,  it 
is  suggested  that  the  local  or  State  officiaJ.G  so  consulted  immediately 
inform  the  Division  of  Social  Research,  Works  Progress  Administration, 
Washington,  D.C.   In  this  way  the  advice  and  coiinsel  of  that  Division 
and  of  the  Federal  Housing  Administration  may  be  obtained  and  utilized 
in  the  preliminary  steps  of  project  planning.   Copies  of  such  comm.uaii- 
cations  should  be  sent  to  the  Regional  Research  Supervisor  of  the 
Division  of  Social  Research. 
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l.Revi'qw  of  sources  of  data.  -  The  following  facts  are  to 
"be   ascertained  and  presented  in  "he  project  a.pplication: 

a.  Practicable  snrye:"  period.  -  Indicate  the  period 
' for  which  an  exact  word  for  word  record  is  avaiinhle  for  each 
individual  rieed  and  mortgage  recorded  in  the  county. 

h.  Adequacy  of  property  identification.  -  Indicate  the 
adeqi:iacy  of  information  presented  for  each  instrument  to  identify  the 
specific  parcel  of  property.   State  ?;hether  each  instrument  shows  the 
range,  township,  or  county  in  which  the  property  is  located;  a  legal 
description;  and  the  dimensions  in  area  of  the  parcel.   If  a  detailed 
property  description  is  not  available  indicate  whether  the  subdivision 
name  and  lot  number  are  shown  on  the  documents. 

c.  Availability  of  basic  tabulating  items.  -  Indicate 
whether  the  follovdng  items  a.re  present  on  the  transcript  of  the 
majority,  if  not  all,  of  the  deeds  placed  on  record:  month  r^  -orded; 
form  of  deed;  pjid  designation  of  grantor  and  grantee. 

In  the  instance  of  the  sheriff's  or  foreclosure  deed  indi- 
cate the  presence  of  the  following  Items:  type  of  action  (mortgage  fore- 
closure, judgment,  tax  payment);  ajnount  paid  by  purchaser;  month 
recorded;  name  of  purchaser,  plaintiff,  and  defendant;  rnd  amount  due 
at  time  of  foreclosure.   In  addition  indicate  whether  the  majority, 
if  not  ;ai,  of  the  sheriff's  deeds  show  the  case  nujiiber  of  the  court 
action  relating  to  the  sale. 

In  the  instance  of  the  mortgages  placed  on  record,  indicate 
the  presence  of  the  following  items:   month  recorded;  face  amouiit  of 
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mortgage;  interest  rate;  priority  of  loan;  type  of  mortgage;  frequency 
of  regular  payments  on  interest  and  on  principal;  term  of  loan  in 
years;  and  the  names  of  the  mortgagor  and  mortgagee. 

2.  Q.ualifications  cf  survey  supervisor.  —  The  survey  super- 
visor is  to  be  employed  and  paid  by  the  project  sponsors.  He  must  be 
selected  carefully  since  ordinarily  full  responsibility  and  authority 
for  project  operations  will  be  delegated  to  him,  as  well  as  the  task 
of  preparing  the  final  report  in  the  form  of  an  analytical  manuscript. 
Hence  a  person  with  both  administrative  and  research  experience  is 
essential.  University  training  and  a  knowledge  of  real  estate  law 
and  of  county  real  property  records  are  highly  desirable.  The  super- 
visor must  be  able  to  grasp  procedural  details  quickly.  Above  all, 

he  must  be  a  good  organizer  and  teacher,  and  he  must  be  adept  in  super- 
vising the  work  cf  both  men  and  women. 

3.  M?n  hour  estimates  and  selection  rf  personnel.  —  The 
majority  of  the  Works  Progress  Administration  personnel  can  be  secured 
from  a  clerical  group  as  indicated  in  the  following  man  hour  estimates. 
However,  a  few  people  must  be  drawn  from  the  professional  and  technical 
group . 

Unskilled:         1  messenger  duration  of  project 

Intermediate:       2  junior  clerks       duration  of  project 

(filing) 
2   typ'ists  duration  of  project 

jijnior  clerks  (trans-  14,000  man  hours  pei 
cribing  in  county      100,000  instruments 
offices) 
junior  clerks  (edit-   12,000  man  hours  pei 

ing,  coding,  and      100,000  instruments 
tabulating  in  central 
office) 
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Skilled:  senior  clerks  1  for  every  10 

(group  leaders)  junior  clerks 

2  draftsmen  duration  of  project 

1  stenographer  duration  of  project 

Professional  and    1  chief  transcriber  duration  of  project 

technical:        1  chief  coder  and  duration  of  project 
editor 

1  statistician  duration  of  project 

Superintendence:    1  assistant  project    duration  of  project 
(noncertif ied)      supervisor  (office 

manager) 

1  project  supervisor   duration  of  project 

The  actual  operations  will,  of  course,  'be   governed  "by  the 
number  of  transcription  clerks  that  ca,n  be  accommodated  in  the  recorder 
office,  the  number  of  qualified  persons  available,  and  othef  operating 
features  peculiar  to  the  local  situation. 

The  following  observations  will  be  of  assistance  in  seloction 
of  personnel: 

a.  Transcription  of  statistical  data.  —  No  specialized 
training  is  needed  for  the  transcription  work. 

b.  Editing,  coding,  hand-sorting,  and  tabulating  the 
schedules.  —  These  operations  are  to  be  performed  by  clerical  personnel 

c.  Supervision  of  operations.  —  Each  group  of  clerks  is  to 
operate  under  the  direction  of  a  group  leader.  The  group  loaders  must 
display  some  initiative  and  possess  an  ability  to  direct  and  super- 
vise the  V7ork  of  the  group.   Junior  clerks  should  be  adequate  for  this 
work. 

The  group  leaders,  in  txirn,  are  to  operate  under  the  directior 
of  the  chief  transcriber,  the  chief  coder  and  editor,  and  the  statis- 
tician.  The  chief  transcriber  must  give  particular  .attention 
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to  those  operations  which  are  fairly  technical  in  nature.   Ke  should 
have  some  "backgrour.d  ?n  law,  title  searching,  or  land  economics.  The 
statistician  is  to  direct  the  tabulation  operations  and  a.ssist  the 
project  supervisor  in  the  preparation  of  the  analytical  manuscript. 

d.  Preparation  of  maps  and  charts. —  The  presentation  of 
the  findings  will  "be  made  more  effective  if  maps  and  charts  are  pre- 
pared for  illustrative  purposes.   This  will  require  draftsmen  and 
technicians  familiar  with  this  type  of  work.  Relatively  few  such  work- 
ers are  available  on  eligible  rolls  even  in  major  cities.   Ho\7ever, 
only  three  or  four  persons  trained  in  this  field  v/ill  be  needed. 

e.  Preparation  of  analytical  manuscript.  —  This  is  to  be 
the  responsibility  of  the  project  supervisor  with  the  aid  of  the 
statistician,  a  few  clerks,  and  technical  assistants.  Persons  with 
training  as  statistical  clerks  and  with  secretarial  ability,  available 
from  the  ^orks  Progress  Administration's  rolls,  should  prove  satis- 
factory as  technical  assistants. 

4.  Mgterials  and  equipment.  ~  The  major  elements  in  material 
cost  are  represented  by  the  Forms  A,  B,  and  C  used  in  copying  the  data 
and  by  the  various  tabulation  forms.  The  cost  of  these  forms  is  to  be 
determined  locally,  and  the  sponsor  is  to  provide  the  forms.   In  addi- 
tion, there  will  be  certain  minor  additional  costs  for  pencils,  ink, 
pens,  scratch  paper,  and  other  miscellaneous  material s. 

Such  equipment  as  desks,  tables  or  benches,  and  chairs  will 
be  required  for  use  of  the  various  clerks  in  the  central  office. 
Several  typewriters,  adding  machines,  calculating  machines,  and  a 
reasonable  ajnount  of  dr*ftlng  equipment  also  will  be  needed. 
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PLANKING  TEE  SURVEY 


A,  G-eneral  Approach 


As  previously  indicated,  the  purpose  of  this  siirvey  is 
to  obtain  the  data  necessary  for  an  analysis  of  real  estate 
transfers  and  mortgage  financing  recorded  in  a  recent  period.  The 
period  and  area  to  he  covered,  the  modification  of  the  technique, 
and  the  details  of  project  organization  and  operation  must  all  he 
determined  by  the  survey  supervisor  in  terms  of  the  local  situation. 

It  will  be  advantageous  to  each  individual  city,  however, 
if  m.aximum  comparability  is  achieved  for  the  data  collected  in  all 
areas  in  which  the  survey  is  undertaken.   Tiiis  being  true,  certain 
approaches  are  desirable  from  a  research  standpoint. 

1.  Period.  --  It  is  desirable  that  the  information  be 
obtained  for  a  full  long-terra  cycle  of  real  estate  activity  which, 
in  most  cases,  will  include  the  period  from  1916  to  the  present. 

3.  Area.—'  —  The  records  to  be  studied  should  include 
transactions  occurring  within  the  entire  county,  rather  than  those 
for  the  principal  city  only.   If  a  metropolitan  area  extends  beyond 
the  limits  of  a  single  county,  it  is  desirable  that  data  be  obtained 
also  for  the  adjoining  counties. 

3.  Modification  of  technique.  —  The  detailed  operating 
procedures  have  been  designed  to  facilitate  comparability  of  data 
gathered  in  various  areas.   It  is  suggested,  therefore,  that  the 
technique  outlined  be  followed  as  closely  as  is  feasible.  This  will 
aid  in  establishing  for  all  cities  a  broader  basis  for  interpretation 
of  the  resultant  data. 


ly  In  any  instance  where  a  Farm  Mortgage  Survey  has  been  conducted  in 
the  county  it  is  advisable  to  determine  the  extent  to  which  the  ma- 
terials obtained  in  that  stud^^  ca,n  be  utilized  in  the  present  survey. 
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4.  Operating  routine.  —  While  the  details  of  operating 
routine  must  necessarily  vary  in  terras  of  local  problems,  the  project 
operation  should  te  so  organized  that  the  data  are  obtained  first  for 
the  most  recdknt  years.   In  this  way  the  data  for  completed  years  will 
prove  useful  even  theugh  the  s-orvey  cannot  be  completed  for  all  years 
planned.   In  the  event  that  limitation  of  personnel  and  funds  inter- 
fere with  the  original  plans,  the  value  of  the  data  gathered  will  not 
be  impaired  and  can  be  used  even  though  operations  are  tempo  -arily 
suspended. 

B.  Forms  To  Be  Used  and  Spwces  of  Data 

1.  Forms  to  be  used.  —  Three  types  of  schedules  are  to  be 
used  in  gathering  the  information:  Deed  Schedule,  Form  A;  Sheriff's 
Deed  or  Foreclosure  Schedule,  Form  B;  and  Mortgage  Schedule,  Form  C. 
Copies  of  these  forms  are  attached  as  Appendix  B. 

In"  the  case  of  instruments  involving  the  transfer  (or  mort- 
gaging) of  more  than  one  parcel  of  property,  provision  has  been  m.ade 
for  stamping  the  Forms  A,  B,  or  C  with  the  word  "SP3CIAL"  in  the  upper 
right  corner.  A  separate  "SPECIAL"  form  is  to  be  filled  for  each  such 
parcel,  and  the  data  of  all  "SPECIAL"  forms  relating  to  a  single  trans- 
action are  to  be  summarized  to  a  schedule  with  "SUI>RA.RY"  stamped  in  the 
corresponding  position.  The  specific  instructions  for  filling  the 
various  schedules  discuss  the  mechanics  of  this  problem  in  detail. 

In  this  survey  only  those  items  are  to  be  filled  on  each 
schedule  which  are  enclosed  within  the  dotted  line  on  the  sample  copies 
presented  in  Appendix  B.   The  remaining  items,  which  are  to  be  left 
blank,  represent  key  questions  basic  to  further  research  in  this  field. 
It  is  important,  therefore,  that  the  Forms  A,  B,  and  C  be  printed  as 
shown . 
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2.  Sources  of  data. —  The  data  for  filling  Deed  Schedule, 
Form  A;  Sheriff's  Deed  or  Foreclssure  Schedule,  Form  B;  and  Mortgage 
Schedule,  Form  C,  v/ill  be  foiind  in  bound  volumes  of  deeds  and  mort- 
gages. The  deed  and  mortgage  books,  and  the  pages  v/ithin  each  book, 
are  numbered,  with  the  deed  (or  mortgage)  transcriptions  arranged  in 
chronological  order  by  the  date  on  which  they  were  presented  fir  record- 
ing. The  transcripts  may  be  in  the  form  of  photostatic  or  tynewritten 
copies  of  the  original  instruments,  depending  on  the  practice  of  the 
particular  county. 

C.  General  Operating  Problems 

1.  Functions  of  grout)  leaders.  —  The  sixrvey  supervisor  is 
to  designate  group  leaders  to  supervise  the  various  operations  and  is 
to  instruct  them  in  their  duties.  The  grour>  leaders  must  be  thoroughly 
familiar  with  all  phases  of  the  survey  operations.   The  group  leaders 
are  to  be  responsible  for  assigning  the  deed  books  to  the  transcribers; 
for  assigning  the  schedules  to, the  coders,  editors,  and  tabulators;  and 
for  supervising  the  work  of  their  units.   In  the  event  of  any  question 
not  covered  by  the  detail'^d  instructions  the  transcriber  is  to  consult 
his  group  leader. 

The  group  leaders  are  to  provide  each  transcriber  with  a 
supply  of  the  various  schedules  and  such  other  materials  as  are  required. 

As  indicated  in  the  detailed  instructions  for  filling  Forms 
A,  B,  and  C  (sec  Appendix  B)  the  transcribers  are  to  be  furnished  with 
blanlc  copies  of  the  various  types  of  deeds,  mortgages,  etc.,  for  study 
of  their  -orovisions.   Furthermore,  it  is  desirable  that  sample  sketches 
of  land  be  provided  for  study.  These  materials  are  to  be  prepared  in 
advance  as  they  will  be  useful  in  acquainting  the  various  clerks  with 
their  duties. 
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2.  Maintenance  of  a  control  system.  —  To  instire  that  no 
records  are  overlooked  in  the  transcription  operations  and  t hat  the 
various  schedules  are  routed  in  the  most  efficient  possible  manner  it 
is  desirable  that  some  form  of  control  system  "be  set"  up.  Because  of 
the  great  variations  in  the  maintenance  of  county  records  it  is  ira- 
practicahle  to  outline  such  a  system  in  detail  in  these  instructions. 
The  following  general  type  of  simple  control  system  will  indicate  the 
general  principles  involved: 

Prepare  a  control  sheet  or  card  for  each  vol-ume  of  county 
records  with  columns  indicating  the  various  operations.  As  each  volume 
is  assigned  to  a  transcriber,  enter  his  name  and  the  time  of    assign- 
ment on  the  sheet.  When  the  volume  is  returned  with  the  completed 
schedules,  indicate  on  the. control  sheet  that  the  transcription  oper- 
ations have  been  completed.   In  a  similar  fashion  enter  the  date  of 
assigning  the  volume  to  the  verification  c]erk  and  the  date  of  comple- 
tion. Additional  columns  may. be  provided  for  the  coding  and  editing 
operations.   In  the  instance  of  the  tabulation  work  prepare  a  separate 
control  sheet  on  which  a  separate  column  is  provided  for  each  tabular 
form. 

The  control  records  need  not  be  complex  but  are  to  be  of 
such  a  nature  that  any  particular  volume  of  county  records  can  be 
located  immediately  and  the  operating  stage  of  the  group  of  schedules 
based  on  such  volime  can  be  determined  at  a  glance. 

C.  Summary  of  Procrdural  Steps 

In  general  the  procedural  steps  to  be  carried  out  in  the 
survey  arc"  as  follows: 

1.  Transcription  of  data  from  the  deed  and  mortgage  books 
to  Deed  Sched^ale,  Form  A,  Sheriff's  Deed  or  Foreclosure  Schediiles, 
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Form  B,  nnd  Mortjago  Schedule,  Form  C. 

S.  Verification  of  transcri-otion  to  Forms  A,  B,  and.  C. 

3.  Surainarizing  of  data  from  Sroocial  Forms  A,  B,  and  C  to  the 
corresponding  Simmary' Forms  A,  B,  and  0.  This  operation  makes  it 
possible  tc  include  in  the  tabulation  those  deeds  and  mortgages 
covering  m.ore  than  one  pprcel. 

4.  Editing  of  Forms  A,  B,  and  C  to  insure  the  discovery  of 
inconsistencies  and  errors  prior  to  coding  and  tabulating. 

5.  Coding  Form.s  A,  B,  and  C. 

6.  Tabulating  Forms  A,  B,  and  C. 

The  detailed  instructions  (see  Appendix  A)  have  boon  so 
designed  that  each  section  is,  as  far  as  possible,  complete  uithin 
itself.   In  other  words,  a  clerk  vho  is  transcribing  data  to  the 
Mortgage  Schedule,  Form  C,  need  not  refer  bnck  to  the  instructions 
for  filling  Forms  A  or  B.  As  there  are  a  large  number  of  comparable 
items  on  the  three  forms,  this  means  a  repetition  of  certain  material. 
For  example,  the  detailed  instructions  for  entering  legal  descriptions 
and  the  preparation  of  sketches  of  land  are  roDoated  in  full  in  the  tran- 
scription instructions  for  each  form.   This  repetition  is  designed 
(l)  to  eliminate  the  necessity  of  searching  through  various  portions 
of  the  instructions  and  (2)  to  make  it  possible  for  the  supervisor  to 
detach  and  give  to  each  clerk  that  section  which  pe^r-fefTins^only  to  the 
particular  operation  which  the  particular  clerk  is  to  perform. 

The  detailed  instructions  have  been  designed,  tJierefore,  as 
specific  instructions  to  the  clerks  v7ho  are  to  do  the  vrork  and  otq  to 
be  so  interoreted. 
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DETAILED  INSTRUCTIONS 
(for  use  of  survey  staff) 
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I.  TRANSCRIPTION 
A.  General  Transcription  Instructions 

1.  Use  of  deed  and  mortga-ge  liooks. —  The  data  for  filling 
Deed  Schedule,  Form  A,  Sheriff's  Deed  or  Foreclosure  Schedule,  Form  B, 
and  Mortgage  Schedule,  Form  C,  will  he  found  in  hovind  voliomes  of 
transcriptions  of  deeds  and  mortgages.   The  deed  and  mortgage  hooks,  aJid 
the  pages  within  each  hook,  are  numhered,  with  ths  deed  or  mortgage 
transcriptions  arranged  in  chronological  order  hy  the  date  on  which  they 
v/ere  presented  for  recording.   The  transcripts  may  he  in  the  form 
of  photostats,  or  typewritten  copies,  of  the  original  deeds  and 
mortgages,  depending  on  the  practice  of  the  particular  county. 

The  deed,  sheriff's  or  foreclosure  deed,  and  the  mortgage 
records  may  or  may  not  he  hound  in  separate  volumes,  depending  on  locr2 
custom.   If  separate  volumes  are  maintained  for  each  of  these  types 
of  records,  separate  groups  of  clerks  may  fill  the  Deed  Schedules,  Form 
A,  Sheriff's  Deed  or  Foreclosure  Schedule,  Form  B,  and  the  Mortgage 
Schtidioles,  Form  C.   If  the  various  records  are  hound  tog.^thcr  in  the 
same  volumes  the  transcription  clerks  must  examine  each  record  carefully, 
determine  the  t^/po,  and  fill  the  applicable  schedule. 

In  most  cases  only  one  Deed  Schedule  or  one  Sheriff's  Deed 
or  Foreclosure  Schedule  will  he  needed  for  each  deed,  as  the  majority 
of  deeds  cover  only  one  parcel  of  property.   When  a  deed  is  found,  how- 
ever, that  covers  more  than  one  parcel,  a  Special  Form  A  or  Form  3  is 
to  he  filled  for  each  parcel  as  indicated  below.   Similarly,  if  a  mortgage 
is  found  covering  more  than  one  parcel,  a  Speci?.l  Form  C  is  to  be  filled 
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for  each  parcel.   Prior  to  the  tabulation  of  the  data,  all  information 
on  the  Special  Forms  A,  E,  or  C  relating  to  a  single  transaction  is 
to  be  summarized  on  Summary  Forms  A,  B,  and  C,  respectively,  in  accordance 
with  the  procedure  indicated  later  in  these  instructions. 

2.  Preparation  of  Special  and  Summary  Forms  A.  B.  and  C. — 

In  the  upper  right  hand  corner  of  each  of  Forms  A,  B,  and  C  a  "box  has  "been 

provided  with  space  left  above  the  words  "No .       of  .  "  If 

a  Special  Form  A,  B,  or  G  is  needed,  print  in  the  word  "SPECIAL."  If 
a  Summary  Form  A,  B,  or  G  is  needed,  print  in  th3  word  "SU1.MARY." 
It  is  suggested  that  rubber  stamps  be  provided  for  this  purpose.   It 
will  be  v/orth  while  to  stamp  a  number  of  each  in  advance  and  supply 
then  to  the  clerks. 

3.  Assigning  deed  books  and  clearing  ggostions. —  The  group 
leader  is  to  assign  the  deed  books  to  the  transcribers.   Upon  completing 
transcription  of  all  deeds  in  a  book,  it  is  to  be  returned  to  the  group 
leader  with  all  completed  schedules,  and  another  book  is  to  be  s.ssigned. 
In  the  event  of  any  question  not  covered  by  the  following  instructions, 
the  transcriber  is  to  consult  his  group  leader. 

The  group  leader  is' to  provide  each  transcriber  X7ith  a 
supply  of  Deed  Schedules,  Form  A;  Sheriff's  Deed  Schedules,  Form  B;  and 
Mortgage  Schedules,  Form  C;  supplies  of  the  Special  Forms  A,  B,  and  C; 
and  any  other  needed  materials  as  requirod. 

4.  Verification  operations. —  After  all  transcription  work 
has  been  completed  from  a  particular  deed  book  or  mortgage  book,  the 
completed  Forms  A,  B,  and  C  and  the  book  in  question  are  to  be  assigned 
to  a  verifying  clerk  who  is  to  verify  all  entries  on  the  schedules. 
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5.  Handlin.q  the  records.  —  All  county  records  nust  "be 
handled  with  eztrenie  care.   No  marks  of  any   kind  are  to  he  made  on 
then.   Remeinher  that  they  are  piiDlic  records  of  creat  value  and  ii>- 
port.ance. 

If  a  particular  record  is  needed  hy  county  officials,  the 
group  leader  is  to  locate  it  quickly  and  release  it  cheerfully  until 
it  is  no  lon^^cr  needed.   If  it  is  in  use  hy  a  transcriber,  a  note  is 
to  he  nadc  of  the  volijime  and  page  nunher  and  the  transcriber  is  to  he 
assigned  a  new  volune  until  the  records  are  returned. 
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B.   Instructions  for  Filling  Deed  Sched-gle.  Form  A 

1.  Source  of  data. —  As  indicated  a^bove,  the  data  for 
filling  Deed  Schedule,  Form  A,  are  to  "be  obtained  from  the  bound 
volumes  of  deed  transcriptions.   Note,  however,  that  in  this  survey 
only  those  items  are  to  "be  filled  which  are  enclosed  within  the  dotted 
line  of  the  schedule  (see  Appendix  B).   Leave  the  remaining  items 
blank. 

2»  Items  to  be  filled  from  deeds. —  The  following  items 
can  be  filled  usually  from  the  deeds: 

Item  3.  Municipality 

4.  Number  and  street 

5.  Plat  book  (number) 

6.  Page 

7.  Parcel  number 

8.  Range    ) 

) 

9.  Tovmship  )  In  areas  outside- the  city  limits 

) 

10.  Section   ) 

11.  Subdivision 

12.  Lot  nuiubers 

13.  Identification  or  description  of  property 

14.  Size  of  land 
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15,   Dote  recorded 

15.   Date  of  instrument 

17.  Deed  book  number 

18.  Page  number 

19.  Form  of  deed 

20.  Mortgage  liens  rucited  in  deed 

21.  Grantor 

22.  Grantee 

While  it  will  not  be  possible  in  each  case  to  obtain  all  the 
information  required  by  the  above  items,  it  is  imperative  that  sufficient 
information  be  secured  to  identify  adequately  the  location  of  the  property. 
The  name  of  the  political  subdivision,  therefore,  in  which  the  property 
is  located  must  be.  obtained  as  W'^ll  as  thn  data,  for  one  or  more  of.  the 
following  gi-oups: 

'Item  11.   SnbdiTigicn 
12.   Lot  numbers 
[item  5.   Plat  book  (number) 

6 .  Page 

7.  Parcel  number 
'Item  13.   Identification  or  descrirtion  of  property 

14.   Size  of  land 
In  addition  to  obtaining  an   adequate  description  of  the  location 
of  the  property,  at  least  the  following  items  must  be  filled  in:   15,  16, 
17,  18,  19,  21,  and  22.   In  the  ca,se  of  warranty  deeds,  item  20  must  be 
filled  in  v/hen  the  information  is  available  in  the  deed. 


Group  1. 


Group  2. 


Group  3. 
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3.  Items  to  be  left  Tjlank. —  The  following  items  are  to 
"be  left  blank  when  filling  Form  A  from  the  deeds: 
Item  1,  Area 

2.  District 

23.  Is  the  grantee  on  this  deed  the  mortgagee  on  a 
mortgage  previously  recorded  against  this  property? 

24.  Is  relationship  indicated  between  the  grantee  and 
this  or  a  former  grantor? 

25.  Transferred  free  of  mortgage. 

26.  Transferred  subject  to  purchase  money  mortgage  only 

27.  Transferred  subject  to  (first  and  other  mortgages) 

28.  Relationship  of  first  mortgage  ***  to  mortgage  structure  *** 

29.  Primary  lien  after  transfer 
30»  Tax  appraisal  value 

31.  Type  of  property 

32»  Year  major  structure  was  built 

35«  Age  of  major  structure  on  date  deed  was  rucorded 

34.  Deed  transferring  property  to  grantor 

35.  Duration  of  ownership  by  grantor  at  the  time  of 
the  transfer 

4«  Use  of  Special  Form  A. —  When  a  recorded  deed  includes  only 
one  parcel  the  above  instructions  axe  to  be  followed,  but  when  more  than 
one  parcel  is  included  in  the  transfer  a  Special  Form  A  (with  "SP3CIAL" 
in  the  upper  right  hand  corner  of  the  form)  is  to  be  used.  A  separate 
Special  Form  A  is  to  be  prepared  for  each  parcel  included  in  the 
transfer.  Each  such  form  is  to  contain  the  description  of  one  of  the 
parcels  in  answer  to  items  3  through  14. 
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In  this  inst.nnco  a  "parcel"  is  to  "be  considered  as  any  piece 
of  land  T7ith  a  continuous  boundary.   Example;   A  transfer  contains  six 
lots,  of  r/hich  tivo  have  a  coramon  "boundary;  another  three  are  contiguous 
to  one  rmother,  but  do  not  touch  the  first  t77o;  and  the  remaining  single 
lot  is  off  by  itself.   In  this  case,  three  "parcels"  are  covered  by  the 
transfer  oiid  a  Special  Form  A  must  be  filled  for  each. 

All  of  the  Special  Fornis  A  relating  to  one  transfer  are  to 
be  filled  v/ith  the  same  data  in  answer  to  items  15  through  19,  .ind 
21  and  22.   Fncn  a  transfer  includes  parcels  lying  outside  the  county 
the  descriptions  of  all  "outside  parcels"  are  to  be  summarized  on  to 
one  Special  Form  A  and  the  v;ord  "Outside"  is  to  be  entered  in  answer 
to  item  3  (l.'nmicipality).  A  separate  Special  Form  A  must  be  prepared, 
however,  for  each  p.ai'cel  (included  in  this  transfer)  uhich  lies  ^i thin 
the  county.  Each  one  of  the  group  of  Special  Forms  A  relating  to  a 
single  trrncfer  of  a  number  of  parcels  is  to  be  numbered  in  the  space 
provided  belov  "SPECIAL"  in  the  upper  right  corner  of  the  form.   Those 
numbers  rxe   to  read  "1  of  5,"  "2  of  5,"  etc.,  the  first  n^jjnber  indi- 
cating the  particular  Special  Form  A  of  the  group  and  the  second 
indicating  the  total  number  of  Special  Forms  A  applying  to  the  transfer. 
All  of  the  Special  Forms  A  applying  to  the  one  transfer  are  to  be 
bound  together  vi-ith  a  rubber  band  pxid  put  vvith  the  completed  regular 
Forms  A* 

5.  Filling  Deed  Schedule.  Form  A. —  The  follovving  items, 
listed  belov  v/ith  definitions  and  instructions,  are  those  '.vhich  can 
be  filled  in  usually  from  the  deed  transcript.   The  trai'iscriber  is  to 
be  thoroughly  familiar  with  the  definitions  aiid  is  to  follov.'  the 
instructions  carefully. 
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Item  3»  ^fuIlicipalit.v  .  —  Enter  here  the  name  of  the  civil  division 
in  \7hich  the  property  is  located.   If  the  -Droperty  is  located 
within  cm  incorporated  place,  enter  here  the  name  of  the  incorpor- 
ated place.   If  the  property  is  not  located  within  an  incorporated 
place,  enter  here  the  name  of  the  -unincorporated  area,  such  as 
tovmship,  district,  or  precinct,  depending  upon  the  terminology 
in  the  particular  state. 

The  name  of  the  civil  division  will  be  found  In  the  "body 
of  the  deed  in  the  section  describing  the  location  of  the 
property.  Do  not  confuse  the  civil  division  in  which  the 
property  is  located  with  the  civil  division  in  which  the 
instrument  was  drawn  which  appears  in  the  heading  of  the  deed. 
Note:  This  entry  must  be  made  carefully  as  the  tabulation 
of  the  data  requires  the  allocation  of  each  schedule  to  the 
proper  civil  division  group.   If  possible,  the  supervisor  is 
to  determine  at  the  beginning  of  the  study  exactly  for  what 
civil  divisions  the  data  are  to  be  tabulated  separately.   This 
may  be  most  easily  accomnlished  In  terms  of  determining  the 
exact  civil  division  stub  of  table  1  (see  IV  Tabulation)  before 
transcription  of  data  bogins.   If  this  stub  is  determined  in  advance, 
then  all  entries  for  item  3  (Municipality)  are  to  be  so  made  that 
the  schedules  can  be  sorted  rapidly  by  civil  divisions  when  the 
tabulation  is  started. 
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Item  4.  ITumbcr  and  stroet. —  Enter  here  the  street  number  and  street 
on  v/hich  the  property  is  located.   Additional  designations,  such 
as  north  or  south,  md  street,  rvenue,  or  boulevard,  are  to  he 
included  when  they  are  significant  parts  of  the  street  address. 
The  street  number  frequently  is  omitted  on  the  deed,  hov/ever, 
and  ill  some  cases  the  street  on  which  the  property  is  located 
is  also  omitted.   If  neither  the  street  name  n-r  number  is  given, 
leave  the  space  blank. 

Items  5.  Flat  book.  6.  Page,  and  7.  Parcel  number. —  Enter  hero  the 
transfer  plat  book  numbers,  page  numbers,  and  parcel  numbers 
as  designated  by  the  county  auditor's  office  for  tax  purposes. 
These  frequently  arc  given  in  the  section  of  the  deed  describing 
the  location  of  the  property.   If  they  are  not  given,  leave  the 
spaces  blank. 

Do  not  confuse  the  county  auditor's  plat  book,  page,  and 
parcel  numbers  with  the  subdivision  plat  book  and  page  numbers 
which  frequently  are  given  in  the  part  of  the  deed  describing 
the  property' s  location.   In  practically  all  cases  when  the 
subdivision  plat  ntunber  and  pages  are  given  they  are  preceded 
by  the  name  of  the  subdivision  so  that  if  reasonable  care  is 
exercised  there  is  little  likelihood  of  confusion. 

Items  8.  Ranee.  9.  Tovmshi-p.  and  10.  Section. —  In  the  Public  Larid 

States  these  items  frequently  are  given  for  property  in  the  narts 
of  the  county  lying  outside  the  city  limits  and  are  valuable 
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information  for  the  purpose  of  identifying  the  location  of 
the  property.   They  vrill  be  found  in  the  section  of  the  deed 
descrihing  the  property's  location  :ind  are  to  "be  filled  in 
on  Form  A  v/henever  available .   If  they  are  not  available,  leave 
.  the  spaces  blank. 

Item  11,  Subdivision. —  Enter  here  the  none  of  the  subdivision  or 
addition.  When  the  property  being  transferred  lies  within  a 
subdivision  or  addition  the  subdivision  or  addition  nane 
usually  is  given  after  the  legal  description  of  the  property.   If 
the  uojne  of  the  subdivision  is  not  fl;iven,  leave  the  space  blank. 

Item  12..  I/O t  numbers. —  When  a  property  lies  Tjithin  a  subdivision 
the  individual  lots  within  it  are  usually  numbered.  Mnny  deeds 
list  the  subdivision  lot  numbers,  and  when  they  ure   given  they 
are  to  be  entered  in  the  space  provided.   In  some  aases  it  will 
be  found  that  lots  have  been  divided  and,  in  addition  to  whole 
lots,  parts  of  lots  are  included  in  the  deed.   The  transcriber 
in  such  cases  is  to  list  each  whole  lot  included  in  the  trans- 
cription and  also  list  parts  of  lots.   Example:  "Lot  numbers  5, 
6,  7,  and  part  of  lot  8. "  If  the  lot  numbers  are  not  given,  leave 
the  space  blank. 

Note:  The  following  description,  taken  from  the  Hamilton 
Coimty,  Ohio,  records  provides  an  exsimple  containing  the  infor- 
mation required  for  items  3,  4,  5,  6,  8,  9,  10,  11,  and  12,  above, 

"Situate  in  Green  Township,  Hamilton  County, 
Ohio,  being  Lot  No.  51  of  Summit  Subdivision, 
Section  7,  Township  2,  Fractional  Range  2, 
ttreen  Tovmship,  IT.  Veazey  east,  as  recorded  in 
Plat  Book  34,  pages  46  and  47  Hamilton  County 
Recordor's  Office;  said  Lot  No.  51  being  located 
on  the  west  side  of  Nova  Avenue  opposite  Lot  No.  40. 
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"3eing  part  of  the  said  jjremises  conveyed 
to  gr'oitor  (seller)  herein  by  deed  recorded  in 
Deed  Book  No.  1671,  page  466,  Hamilton  Co-onty, 
Ohio  records." 

Item  13.  Identif Icabion  or  der.cription  of  property.  —  Enter  here  a 

trief  leg'al  description  of  the  property  if  the  subdivision  and 

lot  nunibers  are  not  given  in  the  description  of  the  location. 

It  is  also  desirable  to  draw  a  small  diagram  of  the  property 

in  the  opeii  space  -orovided  for  the  purpose  beneath  item  13- 

3y  "legal  description"  is  meant  a  description  of  the  pro- 
perty by  metes  and  bounds  cr  the  equivalent.   Legal  descriptions 
usually  begin  by  locating  the  beginning  point  of  a  property  on 
a  certain  street  as  the  distance  in  feet  and  fractions  thereof 
from  the  nearest  street  intersection.   Then  the  co^irses  or 
boundaries  of  the  property  are  described  in  surveyor's  terms. 

For  the  purpose  of  fa.niliarizing  the  transcriber  with  a 

tj'pical  metes  and  bounds  description  of  property,  the  following 

examples  taken  from  actual  deeds  recorded  in  Hamilton  County, 

Ohio,  are  given: 

"All  that  certain  lot  of  land  on  the  south  side  of 
Laurel  Street  between  Bay  Miller  and  Freeman  Streets, 
beginning  at  a  point  two  hundred  (200)  feet  east  of 
Freeman  Street;  thence  running  east  twenty  (20)  feut 
and  extending  back  for  a  depth  at  right  angles  with 
Laurel  Street;  same  width  in  rear  as  front,  ninety-six 
(96)  feet;  more  or  less,  to  an  alley.   Being  the  sacis 
premises  conveyed  to  Mary  Ann  Austin  by  deed  recorded 
in  Deed  BooR.  769,  page  374." 

Legal  descriptions  are  frequently  quite  complicated  and  it 

is  not  necessary  for  the  transcriber  to  give  all  the  details 

recited.   A  typical  example  of  a  briefed  legal  description  is 

as  follows: 
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"Beginning  point  of 'lot  on  south  side  of  Second 
Street,  352  feet  west  of  the  intersection  of  Second 
Street  with  Third  Avenue,  thence  50  feet  along 
Second  Street,  thence  south  142  feet,  thence  east 
54  feet ,  thence  north  132  feet  to  the  point  and 
place  of  beginning. " 

From  the  above  "brief  description  a  diagram  of  the  property- 
can  he  drawn  readily.   Tlie  procedure  is  as  follows: 

First,  indicate  north  "by  drawing  a  small  arrow.   Next, 
draw  a  line  to  represent  the  boundary  of  the  property  lying 
along  the  street  and  indicate  the  name  of  the  street.   Draw 
the  lot  and  indicate  its  dimensions,  filling  in  also  the 
distance  in  feet  between  the  lot  and  the  nearest  intersecting 
street. 

If  the  lot  described  in  the  deed  is  large  or  very  irregu- 
lar in  shape,  draw  the  diagram  of  the  lot  on  the  back  of  the 
schedule  and  enter  in  the  space  mic'er  item  13  the  words  "See 
back  of  schedule." 

Examples  of  simple  sketches  of  property  prepared  from 
legal  descriptions  are  to  be  provided  the  transcribers  for 
study. 
Item  14.  Size  of  land.  —  Enter  here  the  actual  dimensions  of  the 
land  or  the  number  of  acres.   If  the  parcel  is  very  irregular 
in  shape,  give  the  frontag-e  on  the  street  it  faces  and  its 
overall  depth.   The  actual  dimensions  are  to  be  notea,  however, 
unless  they  exceed  six  dimensions  or  boundaries.   Soecify  all 
boundaries  or  dimensions  of  properties  bounding  or  lying  along 
a  street,  as  these  may  orove  useful  in  identifying  the  property 
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when  all  other  means  of  identification  fail.   If  none  of  these 
data  are  given,  leave  the  space  "blank. 

Item  15.  Date  recorded.  —  Enter  here  the  date  on  which  tiie  deed  was 
presented  to  the  county  recorder  to  he  placed  on  record. 

Do  not  confuse  the  date  on  which  the  instruir.ent  was  recorded 
vdth  the  date  on  which  it  was  drawn,  notarized,  or  filed.   In 
particular,  do  not  confuse  the  date  recorded  with  the  date  filed. 

Item  16.  Date  of  instrument.  —  Enter  here  the  date  on  which  the  deed 
was  drawn.   This  is  the  date  which  is  given  in  the  heading  of 
the  deed  and  is  usually,  though  not  al^'ays,  the  same  as  the  date 
on  which  it  was  notarized. 

Items  17.  Deed  "book  nu-mher  and  13.  Pa^e  nuinher.  —  Enter  here  the 
num'ber  of  the  deed  "book  and  the  numher  of  the  pa^e  on  which  the 
deed  transcription  appears. 

Item  19.  Eorm  of  deed.  —  Indicate  here  the  form  of  deed  'Qy   placing 
an  "X"  mark  in  the  appropriate  space.   In  many  cases  the  form 
of  deed  is  printed  at  the  top  of  the  first  pa^e,  "but  a  further 
scrutiny  of  the  body  of  the  deed  is  to  be  made  before  accepting 
this  as  the  correct  form.   Certain  clauses  are  frequently  added 
to  or  stricken  from,  the  deed  which  change  its  form  from  the  type 
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shown  at  the  top.  For  instance ^  a  standard  warranty  deed  form 
frequently  will  be  used  for  preparing  a  deed  and  the  warranty 
clause  crossed  out,  thereby  changing  the  form  of  deed.   In  other 
cases  a  quitclaim  deed  may  be  traJisfermed  into  a  warranty  deed 
by  the  addition  of  the  warranty  covenant  in  the  body  of  the  deed. 
The  following  brief  notes  will  aid  the  transcriber  in  determining 
the  form  of  deed: 

a.  Warranty  deed.  The  warranty  deed  derives  its  name  from 

certain  personal  covenants  of  title  which  im.pose  upon  the 
grantor  (seller)  the  duty  to  insure  or  indemnify  the  grantee 
(purchaser)  to  the  extent  of  the  purchase  price  against  loss 
by  failure  of  title.  The  operative  words  of  conveyance 
generally  employed  are  "Convey  and  warrant,"  "flTarrant  and 
forever  defend,"  etc.  These  clauses  usually  ap-pear  in  the 
next  to  the  last  paragraph  of  the  deed  and  are  the  means 
of  identifying  the  warranty  form  of  deed. 

In  some  cases  the  transcriber  will  find  clauses  of 
limited  warranty  in  which  the  grantor  (seller)  warrants 
the  title  to  be  clear  with  certain  exceptions.  This  t:,rpe 
of  srecial  warranty  deed  is  used  very  largely  when  the 
grantors  (sellers)  have  no  interest  in  the  property  or 
proceeds  of  the  sale  except  as  representatives  for  those 
for  i.^hom  they  act.  These  grantors  ordinarily  are  willing 
to  warrant  that  they  "have  not  done  or  suffered  to  be  done 
anything  whereby  the  said  premises  have  been  encumbered  in 
any  way  v;hat soever."  This  is  a  covenant  of  v/arranty  to  a 
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limited  degree  only.   It  differs  from  a  general  warranty 
in  that  a  general  warranty  is  a  -.varranty  against  any  and 
all  pararaciont  titles,  while  the  special  warranty  or  limited 
warranty  is  a  warranty  only  against  any  acts  of  the  grantor 
(seller)  himself  and  of  persons  claiming  hy,  throtigh,  or 
under  him.  The  special  ivarranty  or  limited  warranty  deed, 
except  as  to  the  acts  of  the  grantor  (seller),  gives  no 
greater  protection  to  the  grantee  (purchaser)  than  a  quit- 
claim deed.   However,  the  special  or  limited  warranty  deed 
is  to  "be  included  as  a  warranty  deed  and  classified  under 
"a"  of  item  19  except  when  the  grant  or  is  a  fiduciary  in 
which  case  the  deed  is  to  he  classified  under  "e.  Ad;nini- 
strators',  executors',  trustees',  or  guardians'  deeds." 

In  those  cases  v?here  property  is  transferred  subject  to 
a  mortgagiJ  and  the  warranty  deed  is  used,  it  is  customary  to 
insert  a  clause  stipulating  the  amount  of  mortgage  or  mortgages, 
such  as  "warranted  to  he  free  end.   clear  of  all  encumbrances 
except  a  mortgage  of  $5,000,  etc." 

Samples  of  warranty  deeds  which  are  in  use  in  the  parti- 
cular county  are  to  he  provided  the  transcribers  for  study. 
b.  x'ransfer  without  warranty. — A  tr&jisfer  without  warranty 
is  a  conveyance  which  apparently  gives  a  full  title  to  the 
property  for  a  considera.ticn  but  without  the  warranty  clause. 
Quitclaim  deeds  are  the  most  prevalent  form.   A  quitclaim 
cieed  or  its  equivalent  piirports  merely  to  convey  wtiatever 
interest  in  the  particular  land  the  grantor  (seller)  may  have. 
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Q,uitclaiin  deeds  or  their  equivalents  are  frequently  used 
ty  institutions  to  transfer  title  to  properties  obtained 
through  foreclosure  when  the  institutions  desire  to  convey 
only  that  right,  title,  and  interest  which  it  obtained  in 
the  property  as  a  result  of  the  foreclosure. 

Samples  of  quitclaim  deeds  in  use  in  the  particular 
county  are  to  he  provided  the  transcriber  for  study  of 
their  provisions, 

c .  Deed  of  correction  or  deed  which  does  not  give  a 
full  title  to  the  property.  —  Deeds  of  correction  are 
instruments  used  to  correct  the  descri-otions  of  the 
boundaries  of  the  property,  to  correct  names  of  grantors 
(sellers)  or  grantees  (purchasers)  in  previous  deeds, 
and  for  many  other  purposes.   They  seldom  involve  any 
consideration,  and  they  are  not  bona  fide  conveyances 

of  property. 

Other  types  of  deeds  which  do  not  give  a  full  title 
to  property  are  those  wherein  a  wife  relinquishes  her 
dower  right  or  heirs  relinquish  some  remote  interest  in 
the  property,  etc. 

Samples  of  deeds  of  correction  (and  other  deeds  not 
giving  full  title  to  the  property)  in  use  in  the  particu- 
lar county  are  to  be  provided  the  transcriber  for  study. 

d.  Title  registration  certificate.  —  Some  States  have  en- 
acted laws  which  permit  the  use  of  the  Torrens  System  of 
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land  regiptration.   The  lanri  rpgiptration  system  is  really 
a  system  of  State  title  insurance  since  the  State  examines 
the  title  b.y  the  order  of  •■^ne  of  its  courts  and  insures 
the  owner  against  all  claims  of  third  persons  who  had  an 
interest  in  the  property  iDefore  it  was  registered.   This 
is  accomplished  by  setting  up  a  fund  out  of  which  all 
claims  of  those  having  a.  previous  interest  in  the  property 
are  settled.   Land  registration  certificates  are  usually 
recorded  in  separate  volumes  and  filed  in  a  separate  section 
of  the  recorder's  office.   In  some  counties  two  title  regis- 
tration documents  are  used.,  (1/  the  original  certificate  of 
title,  and  (2)    tr3.nsfer  certificate  of  title. 

The  original  certificate  of  title  is  a  document  'vhich, 
issued  by  the  court  after  the  preliminary  examination  of 
the  title  h"-:  s  been  made,  establishes  a  title  to  a  certain 
property  in  the  name  of  the  owner  of  record  at  the  time  the 
certificate  is  issued. 

As  the  original  title  registration  certificate  does  not 
transfer  title  to  the  property  such  original  certificates 
are  to  be  classified  as  "c.  Deed  of  correction  or  deed  which 
does  not  give  full  title  to  the  property." 

The  transfer  certificate  of  title  is  used  for  all  suc- 
ceeding transfers  of  th^  title  to  the  property.   Transfer 
certificates  of  title  are  to  be  classified  v-nder  "d.  Title 
registration  certificate"  because  they  represent  a  bona 
fide  transfer  of  the  property. 
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the  particular  county  are  to  be  provided  to  transcribers  for 
study. 

e .  Administrator',  executors',  trustees',  or  ffliardians'  deeds.  - 
All  deeds  transferring  property  which  has  been  held  in  trust 

by  an  administrator,  executor,  trustee,  or  guardian  should 
be  put  in  this  category.   Identification  of  this  type  of 
deed  nay  be  made  either  from  the  top  of  the  deed,  where  in 
some  cases  it  is  printed  if  a  standard  form  is  used;  from 
the  signature  of  the  grantor  (seller)  where  the  title  will  be 
indicated;  or  from  the  body  of  the  deed  "'here  the  grantor's 
(seller's)  interest  in  the  r)rorierty  mrill  bp  stipulated. 

Samples  of  deeds  by  administrators,  executors,  trustees, 
or  guardians  in  use  in  the  particular  county  are  to  be  provided 
the  tra.nscriber s  for  study. 

f.  Other  (specify).  -  Include  here  tyioes  of  deeds  which  transfer 
full  title  but  do  not  conform  to  any  of  the  above  categories. 
Enter  the  type  of  deed  in  the  space  provided.   Fote;   Do  not 
include  here  deeds  not  transferring  title  as  they  are  to  be 
included  under  "c",  above. 

Item  20.  Mortgage  li^ns  recited  in  deed.  -  Enter  here  a  recitation  of 
mortgage  liens  if  cited  in  the  deed.   In  some  cases  it  '."ill  be 
found  that  while  the  amount  of  the  mortgage  is  not  stipulated, 
the  mortgagee's  name  and  the  order  of  priority  are  given.   In 
such  cases  place  an  "X"  in  the  box  opposite  the  priority  of  the 
mortgage  and  enter  the  name  of  the  mortgagee.   If  no  mortgages 
are  mentioned,  leave  the  spaces  blank. 
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Enter  "None"  if  the  deed  specifically  indicates  that  there 
arc  no  mortgages  outstanding  against  the  property. 

In  the  case  of  deeds  including  more  than  one  parcel,  if 
a  mortgage  lion  is  recited  for  one  or 'more  of  the  parcels,  enter 
the  lien  data  on  the  Special  Forms  A  for  only  those  parcels 
suh.iect  to  lien.  Enter  on  all  Special  Forms  A  (in  the  space 
after  the  words  "Mortgage  liens  recited  in  deed:")  the  numher 
of  parcels  suhject  to  lien. 

Thus  the  entry  "2  parcels"  will  indicate  that,  of  the  total 
nujnher  of  parcels  included  in  the  transfer,  only  2  were  suhject 
to  lien.  The  Special  Forms  A  for  the  parcels  suhject  to  lien 
will  show  the  lien  data  in  full  and  in  addition  will  have  the 
entry  "2  parcels"  in  the  upper  part  of  the  hox.   The  Special 
Forms  A  for  parcels  not  suhject  to  lien  will  show  no  lien 
data  hut  will  have  the  "2  parcels"  entry.   The  editors  can 
then  detect  at  a  glance  that  item  20  was  deliberately  left 
blank  on  certain  of  the  Special  Forms  A  beca,use  the  liens 
recited  on  the  two  Special  Forms  A  applied  only  to  those  two 
parcels. 
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Item  2l«  Grantor  (seller)  and  23.  G-rantee  (purchaser).  —  Enter 
here  the  name  of  the  grantor  (seller)  and  the  name  of  the 
grantee  (purchaser).  The  name  is  to  include  such  designations 
as  trustee,  et  al,  etc.   If  the  name  is  that  of  a  person, 
enter  the  last  name  first,  PRINT  -  DO  NOT  WRITE'. 

After  all  required  entries  have  been  made  on  tho  schedule,  the 
transcriher  is  to  enter  his  name  opposite  "Operation  1"  at  the  bottom 
of  the  Form  A.  Upon  completing  all  deed  transcriptions  in  a  single 
volume,  the  transcriber  is  to  return  the  schedules  and  the  deed  book 
to  the  supervisor  for  verification.  After  all  entries  have  been  verified, 
the  verifying  clerk  is  to  enter  his  name  opposite  "Operation  2"  at  the 
bottom  of  tho  Form  A, 

C.   Instructions  for  Filling  Sheriff's  Daed  or  Foreclosure 

Schedule,  Form  3 
1,   Source  of  data.  —  The  data  for  filling  the  Sheriff's  Deed 
or  Foreclosure  Schedule,  Form  B,  are  to  be  obtained  from  the  bound 
volumes  of  deed  transcriptions.  Fote,  however,  that  in  this  survey  only 
these  items  are  to  be  filled  which  are  enclosed  within  the  dotted  lino 
on  the  schedule.   (See  Appendix  B)   Leave  the  remaining  items  blank. 
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2.   Items  to  130  filled  from  sheriff's  deeds.  —  The  following 
items  can  to  filled  usually  from  the  sheriff's  or  foreclosure  deeds J 

I ten  3.  Municipality 

4.  Nujnber  and  street 

5.  Plat  hook  (numher) 

6 .  Page 

7 .  Par  ce 1  numhe  r 
3 .  Range    ) 

9.  Township  )   In  areas  outside  the  city  limits 

10.  Section   ) 

11.  Suhdivision 

12.  Lot  numbers 

13.  Identification  or  description  of  property 

14.  Size  of  land 

15.  Date  recorded 

16.  Deed  honk  number 

17.  Page  niunber 

18.  Type  of  action 
20.  Co-se  nuir=bcr  ' 

22.  Amount  paid  by  purchaser 

27.  Defendant 

28.  Plaintiff 

29.  Purchaser 

3D.  Is  purchaser  same  as  plaintiff? 


13029  -  37  - 

While  it  may  not  "be  pof^silDle  in  eech  case  to  obtain  all  the 
information  required  hy  the  above  items,  it  is  imperative  that  stifficient 
information  he  secured  to  identify  adequately  the  location  of  the  pro- 
perty.  In  this  respect  the  n.ome  of  the  political  subdix'ision  in  which 
the  property  is  located  must  be  obtained  and  also  the  date  for  one  or 
more  of  the  following  groups: 

(item  11.   Subdivision 
Group  1.   ( 

(     12.   Lot  num.b^rs 

(item     5.     Plat   book  (niaraber) 

( 

Group   2.      (  6,     Page 

(  7.     Parcel  num.ber 

(item  13.      Identification  or   description  of  property 
Group  3.      ( 

(  14.      Size   of   land 

In  addition  to  obtaining  an  adeqioate  description  of  the  locar* 
tion  of  the  property  the  following  items  must  be  filled  in:   15,  16,  17, 
22,  27,  28,  and  29. 

3.  Items  from  coiirt  records.  —  The  following  items  are  to  bo 
obtained  from  court  records  as  indicated  later  in  this  circular: 

Item  18.  Type  of  action 

19.  Amm:mt  due  at  time  of  foreclos-ure 

20.  Case  number 

21.  Date  filed 

22.  Amount  paid  by  purchaser 

23.  Sheriff's  appraisal 

24.  Date  recorded 

25.  Book 

26.  Page 
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4,   Itons  to  be  left  "blank.  —  Th3  following  items  arc  to  "bo 
left  blank  when  filling  Form  B  from  the  deeds  or  from  cotirt  records: 
Item  1,  Area 

2.  District 

31.  Period  between  recording  of  mortgage 
and  recording  of  sheriff's  deed 

32.  Deed  transferring  property  to  defendant 

33.  Duration  of  f^wnership  by  defendant  prior  to 
recording  of  sheriff's  deed 

34.  Type  of  mortgage 

35.  Face  amount 

36.  Interest  rate 

37.  Frequency  of  regular  payments 

38.  Date  of  maturity 

39.  Term  of  loan  in  years 

40.  Order  of  lien 

41.  Pri-r  liens 

42.  Tax  appraisal  value 

43.  Typo  of  property 

44.  Year  major  structure  was  built 

45.  Ago  of  major  structure  on  date  sheriff's 
deed  was  recorded, 

46.  Age  of  major  structure  on  date  mortgage 
was  recorded 


13029 

~  39  - 

5,   Use  nf  Spocial  Form  B.  —  Wlaon  a  rocordod  sheriff  s  deed 
incliides  only  one  parcel  the  above  instructions  are  to  he  followed, 
tut  '.vhen  more  than  one  parcel  is  included  in  the  transfer  a  Special 
Forn  B  (with  "SPECIAL"  in  the  upper  right  hand  corner  of  the  form) 
is  to  he  used.  A  separate  Spocial  Form  B  is  to  be  prepared  for  each 
parcel  included  in  the  transfer.  Each  forn  is  to  contain  the  description 
of  one  of  the  parcels  in  answer  to  items  3  to  14, 

In  this  instance  a  "parcel"  is  to  he  considered  as  any  piece  . 
of  land  with  a  continuous  boundary.   This  nay  contain  one  or  more  lots. 
Example:  A  tr.ansfor  contains  six  lots,  of  which  two  have  a  cor.-mon  boundo-ryj 
another  three  are  contiguous  to  one  another,  but  do  not  touch  the  first  two; 
and  the  remaining  single  lot  is  off  by  itself.   In  this  case,  three 
"parcels"  are  covered  by  the  transfer  and  a  Special  Form  B  must  be 
filled  for  each. 

All  of  the  Special  Forms  B  relating  to  one  transfer  are  to  be 
filled  with  the  same  data  in  answer  to  items  15  through  23,  and  27  through 
30.  Note,  however,  that  (xinder  conditions  outlined  below  in  the  specific 
inntn.ictions  for  filling  this  item)  item  19  may  have  to  be  loft  blani:  on 
the  Special  Forms  B.   In  the  case  of  item  23  the  data  on  the  individual 
Spocial  Forms  B  may  differ  as  indicated  below  in  the  specific  instructions 
for  filling  this  item.  Each  one  of  the  group  of  Special  Forms  B  relating 
to  a  single  transfer  of  a  number  of  parcels  is  to  be  numbered  in  the  space 
provided  below  "SPECIAl"  in  the  upper  right  corner  of  the  form.   These 
n\imbors  arc  to  road  "1  of  5,"  "2  of  5,"  etc,  the  first  number  indicating 
the  particular  Special  Forms  B  applying  to  the  transfer.  All  of  the 
Spocial  Forms  B  applying  to  the  one  transfer  are  to  be  boiind  together  with 
a  rubber  band  and  put  with  the  completed  regular  Forms  B, 
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5,   Filling:  Sheriff's  or  Foreclosure  Schedule.  Form  3  fropi 
deed  hooks,  —  The  follovring  items,  listed  helow  with  definitions  and 
instructions,  are  those  77hich,  as  stated  ahove,  can  be  filled  in  usually 
from  the  deed  transcript.  The  transcriber  is  to  he  thoroughly  familiar 
with  the  definitions  and  is  to  follow  the  instructions  carefully. 

Item  5,  Municipality.  —  Enter  here  the  name  of  the  civil  division 
in  which  the  property  is  located.   If  the  property  is  located 
within  an  incorporated  place,  enter  here  the  name  of  the  incor- 
porated place.  If  the  property  is  not  located  within  an  incor- 
porated place,  enter  here  the  name  of  the  unincorporated  area, 
such  as,  township,  district,  or  precinct,  depending  upon  the 
terminology  in  the  particular  State, 

The  name  of  the  civil  division  will  be  found  in  the  body 
of  the  deed  in  the  section  describing  the  location  of  the  property. 
Do  not  confuse  the  civil  division  in  which  the  property  is  located 
with  the  civil  division  in  which  the  instr-ujnent  was  drawn  which 
appears  in  the  hoa,ding  of  the  deed. 

Hotel  This  entry  must  be  made  carefully  as  the  tabulation 
of  the  data  requires  the  allocation  of  each  schedule  to  the 
proper  civil  division  group.   If  possible,  the  supervisor  is  to 
determine  at  the  beginning  of  the  study  exactly  for  what  civil 
divisions  the  data  are  to  be  tabulated  separately.   This  may  be 
most  easily  accomplished  in  terms  of  determining  the  exact  civil 
division  stub  of  table  1  (see  IV  Tabiilation)  before  transcription 
of  data  begins.  If  this  stub  is  determined  in  advance  then  all 
entries  for  item  3  (Municipality)  are  to  be  so  made  that  the 
schedules  can  be  sorted  rapidly  by  civil  divisions  when  the 
tabulation  is  started. 
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Item  4«  Uumbcr  oslA   street,  ~  Enter  here  the  mimbnr  and  name  of  the 

street  on  which  the  property  if;  located.  Additional  designations, 
such  as  north  or  south,  and  street,  avenue,  and  houlevard,  are  to 
ho  included  when  they  are  significant  parts  of  the  street 
address.   The  street  numher  frequently  is  omitted  on  the  deed, 
however,  and  in  some  cases  the  street  on  which  the  property  is 
located  is  also  omitted.   If  neither  the  street  name  nor  number 
is  given  leave  the  space  blank. 

Item?   5,   Plat  book.  6.  Page,  and  7.  Parcel  namber.  —  Enter  here  the 
transfer  plat  book  numbers,  page  nuinbers,  and  parcel  numbers  as 
designated  by  the  county  auditor's  office  for  tax  purposes.   These 
frequently  are  given  in  the  section  of  the  deed  describing  the 
location  of  the  property.   If  they  arc  not  given,  leave  the  s-paces 
blank. 

Do  not  confuse  the  county  auditor's  plat  book,  page,  and 
parcel  numbers  with  the  subdivision  plat  book  and  page  numbers 
which  quite  frequently  are  given  in  the  part  of  the  deed 
describing  the  property's  location.  In  practically  all  cases 
when  the  subdivision  plat  number  and  pages  are  given  they  are 
preceded  by  the  name  of  the  subdivision  so  that  if  reasonable 
care  is  exercised,  there  is  little  likelihood  of  confusion. 
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Items  8.  Rango.  9.  Township,  and  10,  Section.  —  In  the  Public  Lsjid 
States  these  items  frequ:?ntly  are  given  for  the  property  in  the 
parts  of  the  county  lying  outside  the  city  limits  and  arc  valuable 
information  for  the  purpose  of  identifying  the  location  of  the 
property.   They  will  he  found  in  the  section  of  the  deed  de~ 
scribing  the  property's  location  and  are  to  be  filled  in  whenever 
available.   If  they  are  not  given,  leave  the  spaces  blanlc. 

Item  11,  Subdivision.  —  Enter  here  the  name  of  the  subdivision  or 
addition.   When  the  property  being  transferred  lies  within  a 
subdivision  or  addition  the  subdivision  or  addition  name 
usually  is  given  a,fter  the  legal  description  of  the  property*   If 
the  name  of  the  subdivision  is  not  given,  leave  the  space  blank. 

Item  12»  Lot  numbers.  —  Wlicn  a  property  lies  v/ithin  a  subdivision 
the  individual  lots  within  it  a.ro  usually  ntuiibered.  Many  deeds 
list  the  subdivision  lot  numbers,  and  when  they  are  given  they 
o.re  to  be  entered  in  the  space  provided.   In  some  cases  it  will 
be  found  that  lots  have  been  divided  and  in  addition  to  whole 
lots,  parts  of  lots  are  included  in  the  deed.   The  transcriber 
in  such  cases  is  to  list  each  whole  lot  included  in  the  trans- 
cription and  also  parts  of  lots.  For  example,  "Lot  numbers  5, 
6,  7,  and  part  of  lot  3."   If  the  lot  numbers  are  not  given, 
leave  the  space  blanlc. 

Note;  The  following  description,  taken  from  the  Hamiltnn 
County  Ohio,  records  provides  an  example  containing  the  infor»- 
mation  required  for  items  3,  4,  5,  6,  8,  9,  10,  11,  and  12,  above. 
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"Situate  in  Green  Township,  Hamiltoi  County, Ohio, 
being  Lot  Fo.  51  of  Sumiiiit  &ibdivision.  Section  7, 
Township  2,  Fr.octional  Range  2,  Green  Township, 
N.  Veazcy  east,  as  recorded  in  Plat  Book  34,  pages 
46  and  47  Hamilton  County  Recorder's  Office;  said 
Lot  No.  51  "being  located  on  the  west  side  of  l^ova 
Avemie  opposite  Lot  llo.  40. 

"Being  part  of  the  said  premises  conveyed  to 
grantor  (seller)  herein  by  deed  recorded  in 
Deed  Book  Ivo.  1671,  page  466,  Hamilton  County, 
Ohio  records." 

Item  13.   Identification  or  description  of  property.  —  Enter  hero  a 

brief  legal  description  of  the  property  if  the  subdivision  and 

lot  numbers  are  not  given  in  the  description  of  the  location. 

It  is  also  d-^sirable  to  draw  a  small  diagram  of  the  property 

in  the  open  space  provided  for  the  purpose  beneath  item  13, 

By  "legal  description"  is  meant  a  description  of  the 

property  by  metes  ojid  bounds  or  the  equivalent.   Legal 

descriptions  usually  begin  by  locating:  the  beginning  point 

of  a  property  on  a  certain  street  as  the  distance  in  feet 

and  fractions  thereof  from  the  nearest  street  intersection. 

Then  the  courses  or  boujidaries  of  the  property  are  described 

in  surveyor's  terms. 

For  the  purpose  of  familiarizing  the  transcriber  with 

typical  metes  and  bounds  description  of  property  the 
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following  examples  taken  from  actual  deeds  recorded  in 

Hamilton  County,  Ohio,  are  given: 

"All  that  certain  lot  of  land  on  the  south  side 
of I  Laurel  Street  betwcGn  Bay  Miller  and  Freeman 
Streets,  "beginning  at  a  point  two  hundred  (200)  foot 
oast  of  Freeman  Street;  thence  running  east  twenty 
(20)  feet  and  extending  hack  for  a  depth  at  right 
angles  with  Laiirel  Street,  same  width  in  rear  as 
front,  ninety-six  (96)  feet;  more  or  less,  to  an 
alloy.  Being  the  same  premises  conveyed  to  Mary  Ann 
Austin  hy  deed  recorded  in  Deed  Book  7G9,  page  374. 

Legal  descriptions  are  frequently  quite  complicated,  and 

it  is  not  necessary  for  the  transcriber  to  give  all  the  details 

recited.  A  typical  example  of  a  "briefed  legal  description  is 

as  follows: 

"Beginning  point  of  lot  on  south  side  of  Second 
Street,  352  feet  west  of  the  intersection  of  Second 
Street  with  Third  Avenue,  thenco  50  feet  along 
Second  Street,  thence  south  142  feot,  thence  east 
54  feet,  thence  north  132  feet  to  the  point  and 
place  of  beginning." 

From  the  a"bove  "brief  legal  description  a  diagram  of  the 
property  can  "be  drawn  readily.   The  procedure  is  a.s  follows: 

First,  indicate  north  hy  drawing  a  small  arrnv;.   Next,  draw 
a  line  to  represent  the  boundary  of  the  property  lying  along 
the  street,  and  indicate  the  name  of  the  street.   Draw  the  lot 
and  indicate  its  dimensions,  filling  in  also  the  distance  in 
feet  betv;een  the  lot  and  the  nearest  intersecting  street. 

If  the  lot  described  in  the  deed  is  largo  or  very  irregular  in 
shape,  draw  the  diagram  of  the  lot  on  the  back  of  the  schedule 
a-nd  enter  in  fne  space  under  item  13  the  words  "See  back  of 
schedule. " 
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Examples  of  simple  sketches  of  property  prepared  from 
legal  description  should  "be  inserted  on  the  following  page 
by  the  supervisor. 

Item  14«  Size  of  land.  —  Enter  here  the  actual  dimensions  of  the 
land  or  the  number  of  acres.   If  the  parcel  is  very  irregular 
in  shape,  give  the  frontage  on  the  street  it  faces  and  its 
overall  depth.   The  actual  dimensions  are  to  be  noted,  however, 
tuiless  they  exceed,  six  dimensions  or  boundaries.   Specify  all 
boundaries  or  dimensions  of  properties  bounding  or  lying  along 
a  street,  as  these  may  prove  useful  in  identifying  the  property 
when  all  other  means  of  identification  fail.   If  none  of  these 
data  are  given,  leave  the  space  blank. 

Item  15>  Date  recorded.  —  Enter  here  the  date  on  which  the  deed  was 
presented  to  the  county  recorder  to  be  placed  on  tocotA. 

Do  not  confuse  the  date  on  which  the  instrument  was  recorded 
with  the  date  on  which  it  was  drawn,  notarized,  or  filed.   In 
particular,  do  not  confuse  the  date  recorded  with  the  date  filed. 

Item  16.  Deed  book  number  and  17.  Page  nujnber.  —  Enter  here  the  number  of 
the  deed  book  and  the  number  of  the  page  on  which  the  deed 
transcription  appears. 

Item  18.  Type  of  action.  —  Enter  "X"  in  the  correct  space  to 

indicate  the  type  of  action  which  brought  about  the  sheriff's 
sale  of  the  property.   This  will  bo  stated  usually  in  the  first 
or  second  paragraph  of  the  sheriff's  deed.   The  transcriber  is  to 
read  thrcugh  these  paragraphs  until  he  comes  to  the  part  stating  the 
reason  for  the  sheriff' s  sale,  and  then  he  is  to  mark  the  proper  space 
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on  the  schedule.   If  this  is  not  indicated,  leave  this  space 
"blank. 

The  following  is  a  brief  description  of  the  various  tj'-pes 
of  action  that  will  te  encountered: 

a.  Mortgage  foreclosure.  —  Enter  an  "X"  here  if  the  wording 
of  the  sheriff's  deed  show's  that  the  terms  of  an  outstanding  mort- 
gage were  not  met. 

h.  Tax  sale.  —  Enter  an  "X"  here  if  the  sheriff's  deed 
shows  that  the  action  was  due  to  non-payment  of  taxes. 

c.  Judgment.  —  Enter  an  "X"  here  if  the  sheriff's  deed 
shows  that  the  action  was  to  satisfy  judgment  as  a  result  of  court 
action  of  some  kind  other  than  involved  in  a  mortgage  foreclosure 
or  a  tax  sale. 

d.  Other.  —  Enter  an  "X"  here  if  the  type  of  action  via.s 
one  thnt  cannot  he  clpssifiod  in  the  foregoing. 
Item  20.  Cap.e  number.  —  Enter  here  the  case  number  as  assigned  by 

the  clerk  of  the  court  to  the  case  from  which  this  sheriff's  sale 
resulted.  The  case  number  is  given  in  the  first  or  second  para- 
graph of  the  sheriff's  deed- 
Item  32.  AmpiJint  paid  by  nur chaser.  —  Enter  here  the  amount  paid  by 
the  purchaser  of  the  property  at  the  sheriff's  sale.  The  pmount 
is  usually  stated  on  the  first  page  of  the  sheriff's  deed.   If 
it  is  not  stated,  leave  this  blank  to  be  filled  in  later  from 
the  case  records. 
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Item  37.   Defendant.    -  Enter  here   the  name   of   the   defendant  and 
such   special   designations  as   trustee,    et   al ,    etc.      If  the 
name   is   that   of  a  person,    enter   the  last   name   first. 
paiNT  -  DO  NOT  Y/RITE!      The   "defendant"    is  the   former  omier 
of  the  property  which  has  been   sold  at    the    sheriff's   sale. 
Item  28.   Plaintiff.    -   Enter  here   the  name   of   the  plaintiff  and 
such   special   designations  as   trustee,    et   al,    etc.      If  the 
name   is  that   of  a  person,    enter  the  last   name    first.      PRnW   - 
DO  NOT  WRITE!      The   "plaintiff"    is  the  person  or  agency  who 
instigated  the   action   (against   the   former  owner  of   the  property) 
which  resulted   in  this   sheriff's   sale. 
Item  29.   Purchaser.    -  Enter  here   the  name  of  the  purchaser  of  the 
property  at   the    sheriff's   sale   and  such  design^.tions  as  trustee, 
et   al,    etc.      If  the  name   is   that   of  a  person,    enter  the  last 
name   first.      PRINT   -  DO  NOT  7.-RITE!      The   "purchaser"    is  the 
person  or  agency  who    bought   the  property  at   the   sheriff's   sale. 
Item  50.    Is   oiirchasor   same  as  plaintiff?   -  If   the  purchaser  and  the. 
plaintiff   is  the   same  person   or  agency,    enter  aj\   "X"   after  "Yes." 
If   they  are   net   the    same  person  or  agency,    enter  an  "X"    after  "Nc 
After  all   required  entries  have  heen  made   on  the   schediiLc,    the 
transcriber   is  to  enter  his  name   opposite   "Operation  1"    at   the  bottom  of 
the  Form  B.      Upon  completing  all   deed  transcriptions  in  a  particular 
volume,    the   transcriber   is   to   return  the   sheriff  deed   schedules  and  the 
deed  book  to   the   supervisor   for  verification.      After  all   entries  have 
been  verified,    the  verifying  clerk  is   to   enter  his  nnjne   opposite 
"Operation  2"    at   the  botton   of  the  Form  B. 
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7.  Filling  Sheriff's  Deed  or  Foreclosure  Schedule.  Form  E. 
froir.  court  records.  -  After  all  information  from  the  sheriff's  deed 
trcmscripts  has  been  entered  on  Form  B,  additional  information  is  to 
be  obtained  from  the  court  records.   These  records  are  usually  kept 
in  the  office  of  the  clerk  of  the  court. 

As  the  case  records  of  the  court  a.re  filed  according  to  case 
number,  the  transcriber  must  first  check  all  schedules  to  see  that  the 
case  number  has  been  entered.  All  pnpers  relating  to  an  individual  case 
a.re  enclosed  usually  in  a  legal  size,  br^vm  folder  and  placed  in  standard 
legal  file  dra,wers.   If  the  case  number  was  given  on  the  sheriff's  deed, 
it  will  alrop.dy  appear  on  the  schedule  as  item  20  (Case  number).   If 
the  c."se  number  does  net  appear  in  this  ^.paxe  on  the  schedule,  the  trajic- 
cribcr  must  look  up  the  number  in  the  court  records  index,  an  index 
arranged  alphabetically  under  the  name  of  the  defendant  and  also  under 
the  name  of  the  plaintiff.   The  case  n-umber  is  then  to  be  inserted  on 
the  schedvles  a.s  item  20  a,nd  the  case  record  obtained  from  the  case 
record  file.   This  case  number  entry  (item  20)  is  essential  as  without 
it  the  case  record  cannot  be  found  and  the  needed  information  from  the 
case  record  cannot  be  obtained. 

The  transcriber  assigned  to  the  work  of  copying  the  data  from 
the  case  records  should  be  thoroiighly  fajniliar  vdth  the  instructions  for 
trr>xiscribing  from  the  dcod  the  data  aire  i.riy  entered.   If  he  notes  any 
inconsistencies  betveen  the  data  in  the  court  record  rnd.   the  d.ata  that 
were  entered  from  the  deed,  he  chould  call  such  inconsistencies  to  the 
attonticn  of  the  group  loader  before  ma.king  corrections. 

The  following  items  a.rc  those  which,  as  stated  above,  ustually 
can  be  filled  in  from  the  court  case  records.  The  transcriber  is  to  be 
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thorou;-hly  familiar  with  the  definitions  and  is  to  follow  the  instruc- 
tions ca,refully. 

Item  18.  Type  of  action.  -  Verify  the  type  of  action  as  indicated 
on  Form  B  to  make  sure  that  the  transcriber  working  from  the 
sheriff's  deed  has  made  no  mistake  in  determining  the  type  of 
action.   If  the  improper  action  is  checked,  make  corrections 
only  after  consulting  the  group  leader. 
Item  19.  Amount  duB  at  time  of,  foreclosure.  -  Enter  here  the  total 
amount  due  at  time  of  foreclosure,  including  interest,  court  cost 
or  other  fees  allowed.   The  total  amount  entered  here  is  to  in- 
clude all  items  of  expense  incident  to  the  foreclosure,  excluding: 
only  taxes,  if  taxes  arc  given  separately. 

In  the  case  of  the  Special  Forms  B,  enter  on  each  Special 
Form  B,  the  entire  amount  due  at  time  of  foreclosure  (uven  thoUtj;h 
this  amoujit  actually  covers  not  only  one,  hut  all,  parcels  in- 
volved in  the  tr;insfer),  provided,  that  all  par  cols  included 
ijmdcr  the  foreclosed  mortgage  aro  included  in  this  single  sheriff 
deed. 

If  all  of  the  parcels  incl":ded  under  the  foreclosed  mortgage 
have  not  heen  transferred  through  the  saine  sheriff's  deed,  leave 
item  19  hl.ank  or  all  regiilar  and  Special  Forms  3  relating  to  r^iy 
parcel  covered  hy  the  foreclosed  mortgage. 

The  a.^bovc  procedure  is  necessary  hec^use  if  the  parcels 
included  under,  the  foreclosed  mortgage  are  distr^hutcd  to  more 
than  r^ne   purchaser,  then  the  entire  rjnount  due   wuuld  appear  on 
more  than  one  regular  or  Simm.ary  Form  B  ."nd  would  ho  duplicrvted 
in  t.ah-'alation. 


T 
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Itein  2Q.    Case  n-gm'ber.  -  Enter  here  the  case  number  as  assigned  "by 
the  clerk  of  the  court  to  the  care  from  which  this  sheriff's 
sale  resulted.   If  this  entry  already  appears  on  the  schedule, 
verify  _it.  This  entry  is  essential  as  without  it  the  case 
record  cannot  be  located. 

Item  21.  Date  filed.  -  Enter  here  the  date  the  original  foreclosure 
action  was  filed.   This  will  he  given  on  the  original  hill  of 
foreclosure  which  will  "be  among  the  papers  relating  to  the  ca-se. 

Item  22.  A::iouj.t  paid  by  -purchaser.  -  Enter  here  the  amount  paid  by 
the  purchaser  at  the  sheriff's  sale.   If  this  item  already 
appears,  verify  it. 

Item  23.  Sheriff's  a.pp ral sal.  -  Usually  the  law  requires  that  the 

sheriff  make  an  appraisal  of  the  property  before  it  can  be  sold. 
The  amount  of  this  appraisal  will  a.ppcar  in  the  case  records 
raid  is  to  be  entered  in  the  space  provided. 

In  some  cases  when  the  property  is  offered  for  sale  by  the 
sheriff  ,  no  bids  are  received,  and  it  is  then  required  that  the 
sheriff  roa.ppraisG  the  property  and  attempt  to  sell  it  again. 
If  this  has  occurred  several  tines,  the  transcriber  is  to  enter 
the  a„ppraisal  (made  by  the  sheriff)  which  resulted  in  r    success- 
ful sale  of  the  property.   This  v;ill  be  the  last  appraisal. 

In  the  case  of  the  Special  Forms  B,  if  the  sheriff  has  made 
a  single  appraisal  covering  all  parcels  included  in  the  sheriff's 
deed,  enter  the  full  amount  on  each  S-occial  Form  B.   If  the 
sheriff  has  made  separate  appraisals  for  each  parcel  included 
in  the  slricriff's  deed,  enter  on  each  Special  Form  B  the  appraisal 
amount  for  that  single  parcel  only,  leaving  blank  this  item  on 
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any  parcel  for  which  no  sheriff's  ajjpraisal  is  available. 

Items  24.  Date  recorded.  25.  Book,  and  26.  Page.  -  Enter  here  the 

date  of  recording  of  the  nortgage  which  was  foreclosed 

and  the  hook  and  page  in  v;hich  it  is  recorded.   Usually 

these  data  ?.re  given  in  the  original  hill  to  foreclose. 

If  they  are  not  given,  leave  the  spaces  blank.   Leave  these 

spaces  blank  if  the  foreclosure  action  is  not  the  result  of 

a  mortgage  foreclosure. 

The  transcriber  is  to  verify  all  entries  made  from  the  court 

records  on  the  Form  B  as  soon  as  it  is  completed  and  plpce  his  initials 

in  the  spp,ce  "Operation  3"  in  the  lower  right  hand  corner  of  the 

schedule. 

T'hen  each  set  of  forms  is  completed  they  should  be  retun^ed 

to  the  group  leader  in  charge. 

D.  Instructions  for  Filling  Mortgage  Schedule.  Form  C 

1.  Source  of  data.  -  The  data  for  filling  the  Mortgage  Schedu 
Form  C,  are  to  be  obtained  from  the  bound  volumes  of  mortgage  transcripti. 
iloto,  however,  thrt  in  this  survey  only  those  items  are  to  be  filled 
which  are  enclosed  within  the  dotted  line  on  the  schedule.  (See  Appendix  . 
Leave  the  remaining  items  blank. 

2.  Items  to  be  filled  from  the  mort..^ages.  -  The  following 
items  usurJly  can  bo  filled  from  the  mortgages: 
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Item  5.  M-uTiicipality 

4.  Nijmber  and   street 

5.  Plat  ■book   (number) 
5 .  Page 

7.  Parcel   ntunber 

8 .  Range 

9.  Township 

10.  Section 

11.  Subdivision 

12.  Lot   numbers 

15.  Identification  or  description  of  property 

14.  Size  of  land 

15.  Date  recorded 

16.  Date  of  instrument 

17.  Mortgage  book  number 

18.  Page  number 

19.  Type  of  mortgage 

20.  Face  ,'yno''jnt 

21.  Interest  rate 

22.  Frequency  of  regula.r  payments 

23.  Date  of  maturity 

24.  Term  of  loan  in  years 
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25/  Order  of  lien 

26.  Prior  liens 

27.  F.H.A.  insured  mortgage? 

28.  Satisfied 

29.  Extended 

30.  Assigned 

31.  Is  this  mortgage  a  purchase  money  mortgage? 

32.  Mortgagor 

33.  Mortgagee 

While  it  will  not  be  possible  in  each  case  to  obtain  all  the 
inforr.iation  required  by  the  above  items,  it  is  imperative  that  sufficient 
information  be  secured  to  identify  adequately  the  location  of  the  property 
Therefore,  the  name  of  the  political  subdivision  in  vfhich  the  property 
is  located  must  be  obtained  and  also  the  da.ta  for  one  or  more  of  the 
following  groups: 

[item  11.  Subdivision 
12.  Lot  numbers 
litem  5.  Pla.t  book 
5.  Page 

7.  Parcel  number 
litem  13.  Identification  or  description  of  property 
14.  Size  of  land 


Group  1. 


Group  2. 


Group  3. 
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In  addition  to  obtaining  an  adequate  description  of  the  loca- 
tion of  the  mortgaged  property,  at  least  the  following  items  must  he 
filled  in:   15,  16,  17,  18,  19,  20,  21,  32,  snd  33. 

3.  Items  to  he  left  hlank.— The  following  items  a^e  to  he 
left  hlank  -.vhen  filling  Form  C  from  the  mortgages: 

Item  34.  Was  there  a  mortgage  on  this  property  prior 
to  the  recording  of  this  mortgage? 

35.  Is  the  mortgagee  on  this  mortgage  same  as 
mortgagee  on  previous  mortgage? 

36.  Has  this  mortgage  been  subsequently  foreclosed? 

37.  Tax  appraisal  value 

38.  Tj-pe  of  property 

3°.  Year  major  stmcture  was  built 

40.  Age  of  major  structure  on  date  mortgage  was 
recorded 

41.  Deed  transferring  property  to  mortgagor 

42.  Duration  of  ownership  by  mortgagor  prior  to 
recording  of  this  mortgage. 

4.  Use  of  Special  Form  C. — When  p.   recorded  mortgage  includes 
only  one  parcel  the  above  instructions  are  to  be  follo'^ed,  but  when  more 
than  one  parcel  is  covered  by  the  mortgage  a  Special  Form  G  ,v7ith 
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"SPECIAL'!  in  the  uppor  right  hand  corner  of  the  form)  is  to  ho  uf^ed. 
A  separate  Special  Form  C  i  r.  to  he  prepared  for  each  parcel  covered  ty 
the  mort^r:age.   Each  Special  Form  C  is  to  contain  the  description  of  one 
of  the  parcels  in  answer  to  items  3  through  14. 

In  this  instance  a  "parcel"  is  to  he  considered  as  any  piece 
of  land  vith  a  continuous  houndary.   This  may  contain  one  or  more  lots. 
Example:   A  transfer  contains  six  lots,  of  which  two  have  a  common  houn- 
dary; ajiother  three  are  contiguous  to  one  another,  hut  do  not  touch  the 
first  trio;    and  the  remaining  single  lot  is  off  hy  itself.   In  this  case, 
three  "parcels"  are  covered  hy  the  transfer  and  a  Special  Form  C  must  he 
filled  for  each. 

All  the  Special  Forms  C  relating  to  one  mortgage  are  to  con- 
tain the  sajno  data  relating  to  the  mortgage  in  answer  to  itsms  15  through 
32  and  42.   V/hen  a  mortgage  also  covers  parcels  lying  outside  the  coimty, 
the  descriptions  of  all  the  "outside  parcels"  are  to  he  summarized  on  to 
one  Special  Form  C  and  the  v/ord  "Outside"  is  to  he  entered  in  answer  to 
item  3  (Municipality).  A  separate  Special  Form  C  must  he  prepared,  how- 
ever, for  each  parcel  (included  in  the  mortgage)  v.'hich  lies  within  the 
county.   Each  one  of  the  group  of  Special  Forms  C  relating  to  a,  single 
mortgage  is  to  he  numuered  in  the  space  provided  helow  "SPECIAL"  in  the 
rip-oer  right  corner  of  the  form.  These  numbers  are  to  read  "1  of  5,"  "2 
of  5,"  etc.,  the  first  number  indicating  the  particular  Special  Form  C  of 
the  group,  and  the  second  indicating  the  total  n^amher  of  Special  Forms  C 
applying  to  the  mortgage.   All  of  the  Special  Forms  G  applying  to  the  one 
mortgage  are  to  be  hound  together  with  a  rubber  band  and  put  with  the  com- 
pleted regtilar  Forms  C. 
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5.   Filling;  Mortf^age  Schediile,  Form  C. — The  items  which  are 
listed  belov;  with  definitions  and  instructions  are  those  which  usiially 
can  he  filled  in  from  the  mortgage  transcripts.   The  transcriber  is 
to  he  thoroughly  fajniliar  with  the  definitions  and  is  to  follow  the 
instructions  carefully. 

Item  5.  Municipality. — Enter  here  the  name  of  the  civil  division 
in  v;hich  the  property  is  located.   If  the  property  is  located 
within  an  incorporated  pla,ce,  enter  here  the  name  of  the  in- 
corporated plr.ce.   If  the  property  is  not  located  within  an 
incorporated  place,  enter  here  the  najne  of  the  unincorporated 
area,  such  as  township,  district,  or  precinct,  depending  upon 
the  terminology  in  the  particular  Sta.te. 

The  name  of  the  civil  division  will  he  fovmd  in  the  body 
of  the  mortgage  in  the  section  describing  the  location  of  the 
property.   Do  not  confuse  the  civil  division  in  which  the 
property  is  located  with  the  civil  division  in  v;hich  the 
instrument  was  drawn  which  anpears  in  the  heading  of  the  deed. 

ilote:   This  entry  must  be  made  carefully  as  the  tabula- 
tion of  the  data  reqn.ires  the  allocation  of  each  schediile  to 
the  proper  civil  division  group.   If  possible,  the  supervisor 
should  determine  at  the  beginning  of  the  study  exactly  for 
what  civil  divisions  the  data  are  to  be  tabulated  separately. 
This  may  bo  most  easily  accom.plished  in  terms  of  determining 
the  exact  civil  division  stub  of  table  1  (see  IV  Tabulation) 
before  transcription  of  data  begins.   If  this  stub  is  deter- 
mined in  advance  then  all  entries  for  item  3  (Municipality) 
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shovJd  be  30  made  that  the  schedules  can  be  sorted  rapidly 
by  civil  divisions  when  the  tabiilati on  is  started. 

Item  4.  Number  and  street. — Enter  here  the  nujnber  and  street 
on  which  the  mortgaged  property  is  located.   Additional 
designations,  such  as  north  or  south,  and  street,  avenue, 
or  boulevard,  are  to  be  included  when  they  are  significant 
parts  of  the  street  address.   The  street  number  frequently 
is  omitted  on  the  mortgage,  however,  ana  in  some  cases  the 
street  on  v/hich  the  property  is  located  is  also  omitted. 
If  neither  the  street  name  nor  number  is  given,  leave  the 
space  blank. 

Items  5.  Plat  book.  G.  Page,  and  7.  Parcel  number.— Enter  here 
the  transfer  plat  book  numbers,  page  n-umbers,  and  parcel 
numbers  as  designated  by  the  county  auditor's  office  for 
tax  purposes.  These  frequently  are  given  in  the  section 
of  the  mortgage  describing  the  location  of  the  property. 
If  they  are  not  given,  leave  the  spaces  blank. 
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Do  not  confuse  the  county  auditor's  plat  book,  page,  and 
parcel  numbers  with  the  subdivision  plat  book  and  page  numbers 
\7hich  are  frequently  given  in  the  part  of  the  deed  describing 
the  property's  location.   In  practically  all  cases  when  the 
subdivision  plat  number  and  pages  are  givon,  they  are  preceded 
by  the  name  of  the  subdivision,  so  that  if  reasonable  care  is 
exercised,  there  is  little  likelihood  of  confusion. 

Items  8.  Range.  9.  Township,  and  10.  Section. --In  the  Public  Land 
States  these  items  frequently  are  given  for  the  property  in 
the  parts  of  the  county  lying  outside  the  city  limits,  and  are 
valiiable  information  for  the  purpose  of  identifying  the  loca- 
tion of  the  property.   They  'vill  be  found  in  the  section  of 
the  mortgage  describing  the  property's  location  and  are  to  be 
filled  in  on  Form  A  whenever  available.   If  they  are  not  avail- 
a.ble,  leave  the  spaces  blank. 

Item  11.  Subdivision.— Enter  here  the  name  of  the  subdivision  or 

addition.   When  the  mortgaged  property  lies  within  a  subdivision 
or  addition,  the  subdivision  or  addition  name  us-aally  is  given 
after  the  legal  descriptioii  of  the  property.   If  the  name  of 
the  subdivision  is  not  given,  leave  the  space  blank. 

Item  15.  Lot  n^junbers. — When  a  property  lies  within  a  subdivision, 
the  individual  lots  within  it  are  usually  numbered.  Many  deeds 
list  the  subdivision  lot  numbers  and  when  they  are  given,  they 
are  to  be  entered  in  the  space  provided.   In  some  cases  it  will 
be  found  that  lots  have  been  divided  and,  in  addition  to  whole 
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lots,  parts  of  lots  are  included  in  the  deed.   In  such  cases  the 
transcriber  is  to  list  each  whole  lot  included  in  the  transcrip- 
tion and  also  lict  parts  of  lots.   Example:  "Lot  numbers  5,  6, 
7,  and  part  of  lot  8."   If  the  lot  numbers  are  not  given,  leave 
the  space  blank. 

Ilote:   The  following  description,  taken  from  the  Hamilton 
County,  Ohio,  records  provides  an  example  containing  the  infor- 
mation required  for  items  2,  4,  5,  6,  8,  9,  10,  11,  and  12,  above 

"Situate  in  Green  To'7nship,  Haiuilton  County, 
Ohio,  being  Lot  Ko.  51  of  S^jjiimit  Subdivision, 
Section  7,  Township,  N.  Veazey  east,  as  recorded 
in  Plat  Book  34,  pages  46  and  47,  Hamilton  County 
Recorder's  Office;  said  Lot  No.  51  being  located 
on  the  west  side  of  Nova  Avenue  opposite  Lot  40. 

"Being  part  of  the  said  premises  conveyed  to 
grantor  (seller)  herein  by  deed  recorded  in  Deed 
Book  No.  1671,  page  466,  Hamilton  County,  Ohio 
records." 

Item  15.  Identification  or  description  of  property. — Enter  here  a 
brief  legal  description  of  the  property  if  the  siibdivision  and 
lot  numbers  are  not  given  in  the  description  of  the  location. 
It  is  also  desirable  to  draw  a  small  diagram  of  the  property  in 
the  open  space  provided  for  the  purpose  beneath  item.  13. 

By  "legal  description"  is  meant  a  description  of  the  proper- 
ty by  metes  and  bounds  or  the  equivalent.   Legal  descriptions 
UGtially  begin  by  locating  the  beginning  point  of  a  property  on 
a  certain  street  .r.s  the  di':tance  in  feet  or  fractions  thereof 
from  the  nearest  street  intersection.   Then  the  courses  or 
botmdaries  of  the  property  are  described  in  surveyor's  terms. 
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For  the  p\irDOse  of  familiarizing  the  transcriber  with 

typical  metes  and  TDoiinds  description  of  property,  the 

following  examt)les  taken  from  actual  deeds  recorded  in 

Hamilton  Coimty,  Ohio,  are  given: 

"All  that  certain  lot  of  land  on  the  south  side  of 
Laurel  Street  hetween  Bay  Miller  and  Freeman  Streets, 
"beginning  at  a  point  two  hundred  (200)  feet  east  of 
Freeman  Street;  thence  running  east  twenty  (20)    feet 
and  extending  back  for  a  depth  at  right  angles  with 
Laurel  Street;  same  width  in  rear  as  front,  ninety-six 
(96)  feet;  more  or  less,  to  s.n  alley.  Being  the  same 
premises  conveyed  to  Mary  Ann  Austin  by  deed  recorded 
in  Deed  Book  769,  pago  374." 

Legal  descriptions  are  frequently  quite  complicated,  and 

it  is  not  necessary  for  the  transcriber  to  give  all  the  details 

recited.  A  t:.'pical  example  of  a  briefed  legal  description  is 

3,s  follows: 

"Beginning  point  of  lot  on  south  aide  of  Second 
Street,  352  feet  west  of  the  intersection  of  Second 
Street  with  Third  Avenue,  thence  50  feet  along 
Second  Street,  thence  south  142  feet,  thence  east 
54  feet,  thence  north  132  feet  to  the  point  and 
place  of  beginning." 

From  the  above  brief  legal  description  a  diagram  of  the  prop- 
erty can  be  dra.wn  roadily.   The  procedure  is  as  follows: 

First,  indicate  north  by  drawing  a  small  arrow.  Next,  draw 
a  lire  to  represent  the  boundaries  of  the  property  lying  along 
the  street  and  indicate  the  name  of  the  street.   Draw  the  lot 
and  indicate  its  dimensions,  filling  in  also  the  distance  in 
feet  bet\7een  the  lot  and  the  nearest  intersecting  street. 

If  the  lot  described  in  the  mortgage  is  large  or  very  ir- 
regular in  shape,  draw  the  diagram  of  the  lot  on  the  back  of 
the  schedule  and  enter  in  the  space  under  item  13  the  words 
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"See  'back  of  schediole." 

Examples  of  simple  sketches  of  property  prepared  froin 
legal  descriptions  are  to  be  provided  the  transcribers  for 
study. 

Item  14.  Size  of  land. -Enter  here  the  actioal  dimensions  of  the 
land  or  rujnber  of  acres.   If  the  parcel  is  very  irreg-'olar  in 
shape,  give  the  frontage  on  the  street  it  faces  and  its  overall 
depth.   The  actual  dimensions  are  to  be  noted,  hov.ever,  unless 
they  exceed  six  dimensions  or  boundaries.   Specify  all  boundaries 
or  dimensions  of  properties  bounding  or  lying  along  a  street, 
as  these  may  prove  useful  in  identifying  the  property  when  all 
other  means  of  identification  fail.   If  none  of  these  data  are 
given,  leave  the  space  blank. 

Item  15.  Date  recorded. -Enter  here  the  date  on  v/hich  the  mortgage 
was  presented  to  the  ccztity  recorder  to  be  placed  on  record. 
Do  not  confuse  the  date  on  wh' ch  the  instrument  '>vas  re- 
corded with  the  date  on  which  it  was  drawn,  notarized,  or 
filed.   In  partic-jlar,  do  not  confuse  the  dpte  recorded  with 
the  date  filed. 

Item  16.  Date  of  instr-gment. -Enter  here  the  date  on  which  the 
mortgage  wa,s  drawn.   This  is  the  date  which  is  given  in  the 
heading  of  the  mortgage  flnd  is  usually,  though  not  always, 
the  same  as  the  date  on  which  it  was  notarized. 

Items  17.  MQrt£:age  book  nvjnbor  and  18.  Page  nui"ber. -Enter  here  the 
niimber  of  the  mortgage  book  and  the  number  of  the  page  on  which 
the  mortgage  transcription  appears. 
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Item  19.  Type  of  mortgage.  —  Enter  an  "X"  in  the  proper  "box  to 
indicate  the  "Type  of  mortgage"  ptirsiiant  to  the  following 
definitions.   If  the  type  of  mortgage  cannot  he  determined, 
leave  these  spaces  blank, 

a.  Straight  mortgage,  —  A  straight  mortgage  is  one 
on  which  no  payment  on  principal  is  required  dviring 
the  term  of  the  loan. 

■fa.  Partially  amortized  mortgage.  —  A  partially  amortized 
mortgage  is  one  which  by  its  terms  requires  some  princi- 
pal payment  during  its  t'^rm,  hut  on  which  a  sum  larger 
than  the  regular  payments  remains  unpaid  at  the  end  of 
the  terra  or  matiurity  of  the  mortgage. 

c.  Completely  amortized  mortga":^.  —  A  completely  amortized 
mortgage  is  one  which  requires  payments  on  principal  v/hich 
completely  repay  all  of  the  principal  amount  of  the  loan 
during  its  term. 
Item  30. Face  "imount.  —  Enter  here  the  face  amount  or  total 
amount  of  the  loan  as  stated  in  the  mortgage  instrument. 
Item  21, Interest  rate.  —  Enter  here  the  rate  of  interest  stipulated 
in  the  mortgage.  Use  decimals;  do  not  use  fractions.  Example: 
if  the  interest  rate  is  specified  as  5-y-  percent,  the  correct  way 
to  make  this  entry  is  "5.5." 
Item  22.Fr3Quency  of  regular  pa^yments 

a.  Principal.  —  Enter  an  "X"  in  the  appropriate  box  to 
indicate  the  frequency  of  principal  payments  during  the 
term  of  the  loan  if  such  payments  are  required  by  the 
terms  of  the  mortg.agc.   If  the  mortgage  is  a  "Straight 
mortgage,"  enter  an  "X"  for  "Other." 
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"b.  Interest.  —  Enter  an  "X"  in  the  appropriate  box  to 

indicn.te  the  frequency  of  interest  payments  during  the 

term  of  the  loan  as  required  by  the  terns  of  the  mortgage. 

If  the  frequency  is  other  than  those  specified,  ontor 

an  "X"  for  "Other," 

Itoa  25.  Date  of  naturity.  —  Enter  here  thp  date  by  which  all 

principal  payments  must  be  paid  in  accordance  \7ith  the  terns 

of  the  raort'^age,  ¥hon  the  term  of  the  mortgage  in  years  is 

entered  for  itom  24,  the  maturity  date  ir,  not  required. 

Item  24.  Term  of  loan  in  yea-^s.  —  Enter  here  the  term  in  years  of 

the  mortgage.   This  is  sometimes  indicated  as  2  years  after 

date  or  10  years  after  date,  etc.   In  sons  cases  it  is  necessary 

to  compute  it  by  subtracting  the  date  of  the  original  instrrancnt 

from  the  date  of  matui'ity  of  the  mortgage,.  In  entering  this 

item,  enter  the  number  of  full  years  only.   Disregard  all 

fractions  of  years.  Example:   2  years,  11  months,  and  18  days 

is  to  be  entered  as  "2  years"  and  not  as  "3  years." 

However,  if  the  term  is  not  given  and  cannot  be  computed, 

as  in  the  case  cf  some  building  and  loan  type  mortgages,  lea.ve 

this  space  blank. 

Item  25.  0:'der  of  li'en,  —  Enter  here  the  order  of  the  lien  if  the 

order  is  btipulatod  in  the  body  of  the  mortgage.   If  the  order 

of  tho  lien  is  not  stipulated  leave  this  blPnk.   By  "order  of 

lion"  is  meant  the  prior:',  ty  the  mortgagee  has  in  claims  against 

the  property  in  the  event  of  foreclosure  and  sale. 

Item  26.  Prior  liens.  —  Enter  here  the  priority  and  the  face  amoujit 

of  the  prior  liens  outstanding  if  they  are  stated  in  the  mortgage 

transcript.   If  they  are  not  stated,  leave  thofre  spaces  blank. 
By  "prior  liens"  is  meant  those  claims  against  the  property 
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that  shall  bo  paid,  in  the  event  of  foreclosure,  prior  to  the 
claims  of  thn  mortgagee  (lender). 

Item  27.  F.H.A.  insured  mortgages.  —  Enter  an  "X"  after  "Yes"  if 
the  mortgage  transcript  specifically  states  that  the  mortg.age 
is  insured  by  the  Federal  Housing  Administration,   If  it  does 
not  so  state  specifically,  enter  an  "X"  after  "No."   This  can 
he  determined  from  the  body  of  the  mortgage  usually  on  the 
second  page,  where  covenants  pertaining  to  the  National  Housing 
Act  are  set  forth.  Note  that  no  mortgage  will  have  been  insured 
by  the  Federal  Housing  Administration  prior  to  19?4. 

Item  28.  Satisfied,  a.  Date,  and  b.  Method.  —  Enter  here  the  date 
the  mortgage  was  satisfied  and  the  method  of  satisfaction.   This 
entrj,'  for  "Method"  must  be  either  "Fully  paid,"  "Foreclosed,"  or 
"Property  transferred  to  Mortgagee."  For  the  purpose  of  this 
entry,  do  not  consider  "Renewal"  or  "Extension"  as  a  method  of 
satisfaction. 

When  a  mortgage  is  "satisfied"  the  date  and  method  of  satis- 
faction usually  are  indicated  by  marginal  notes  on  the  instrvunont 
If  the  date  ,and  method  are  not  indicated,  leave  these  spaces  blan' 

Item  29.  Extended,  a.  Date,  b.  Tern,  and  c.  Amount.  —  Enter  here  th 
term  of  years  for  which  the  mortgage  was  extended,  the  date  of  tb 
extension,  and  the  principal  amoimt,  if  given,  for  which  the 
mortgage  is  extended.   If  these  data  are  not  given,  leave  these 
spaces  blank. 

In  some  cases  the  extensions  of  a  mortgage  are  indicated  by 
a  marginal  note  on  the  original  mortgage  transcript. 

Item  30.  Assigned,  a.  Date,  b.  Amount,  and  c.  Assignee.  —  Enter  her 
the  date  of  assignment,  the  amount,  and  the  name  of  the  assignee. 
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If  these  data  are  not  given,  leave  these  spaces  l)?-anl<:. 

When  a  mortsage  is  assigned  fron  the  original  mortgagee 

to  a  tliird  party,  this  fact  will  be  indicated  in  some  cases 

"by   means  of  a  marginal  note  on  the  transcript  of  the  original 

mortgage. 

Item  31.   Is  this  mortgage  a  purchase  money  mortgage?  —  A  p-orchase 
money  mortgage  is  a  mortgage  that  is  taken  "back  by  the  grantor 
(seller)  in  lieu  of  cash  at  the  time  the  property  is  transferred. 
In  som.e  cases  a  statment  is  made  in  the  body  of  the  m.ortgago 
that  it  is  a  purchase  money  mortgage.  If  such  a  statement 
appears  m.ark  an  "X"  in  the  box  provided  to  the  left  of  "Yes." 
If  no  such  sta.tement  appears,  leave  both  boxes  blank. 

Item  52.  Mortgagor  (borrovrer)  .  —  Enter  here  the  name  of  the  mort- 
gagor (borrower) .  The  name  is  to  include  the  first  nane  and 
initials,  as  well  as  designations,  such  as  trustee,  et  al.,  or 
other  special  designations.   If  the  nam.e  is  that  of  a  person, 
enter  the  last  name  first.  FRIITT  -  DO  NOT  WRITE  1 

Item  35.  Mort::;agoe  (lender)  .  —  Enter  here  the  name  of  the  mort- 
gagee (lender) .  The  name  is  to  include  the  first  name  and 
initials,  as  well  as  designations,  such  as  trustee,  et  al., 
or  other  special  designations.   If  the  name  is  that  of  a  person, 
enter  the  last  name  first.  PRINT  —  DO  NOT  ffRITBI 

After  all  required  entries  have  been  m.ade  on  the  schedule,  the 
transcriber  is  to  enter  his  najne  opposite  "OPERATION  1"  at  the  bottom 
of  Form  C.  The  transcriber,  upon  completing  all  mortgage  transcriptions 
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in  a  single  mortgage  book,  is  to  return  the  schedules  and  the  mortgage 

book  to  the  group  leader  for  verification.  After,  all  entries  have  been 

verified,  the  verifying  clerk  is  to  enter  his  name  opposite  "Operation  2" 

at  the  bottom  of  Form  C, 

(Sample  forms  of  rtbrtgages  used  in  the  particular  county  are  to 
be  attached  to  these  instructions.   They  are  to  be  studied  carefully  in 
order  that  the  transcriber  may  become  familiar  with  the  commoner  types  of 
mortgage  forms  and  the  clauses  included  in  them.) 

E.  Summarizing  Forms  Including  More  Than  One  Parcel 

This  preparatory  operation  must  be  performed  before  the  edit- 
ing of  the  forms  can  begin.   As  indicated  earlier  when  more  than  one  parcel 
was  covered  by  the  deed,  sheriff's  deed,  or  mortgage,  Special  Forms  A,  B, 
or  C  (with  "SPECIAL"  in  the  upper  right  hand  corner  of  the  schedule)  were 
to  be  prepared.   Segregate  all  special  Forms  A,  B,  and  C.   For  each  of 
these  group  transactions  prepare  a  single  Sunmary  Form  A,  B,  or  C  (with 
"SUl/IMARY"  in  the  upper  right  hand  corner  of  the  form),  No  entries  are 
to  be  made  on  the  Summary  Form  A,  B,  or  C  in  answer  to  items  4  through  6 
and  items  8  through  14, 

Enter  in  the  space  for  item  7  (Parcel  number)  on  the  Summary 
Form  A,  B,  or  C,   A  complete  list  of  parcel  numbers  shown  for  item  7  on 
the  individual  Special  Forms  A,  B,  or  G  to  which  the  particular  Summary 
Form  A,  B,  or  C  relates.   If  spaces  requirements  necessitate  it,  these 
parcel  numbers  can  be  listed  on  the  Sur.imary  Form  under  item  13.  By  this 
moans  the  Special  Forms  relating  to  the  particular  Summary  Form  can  be 
located  as  necessary.   This  will  prove  particularly  helpful  later  if 
further  research  is  undertaken  in  the  field  of  real  estate  activity. 
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The  data,  entered  on  the  S-ummary  Form  A  for  items  15  through  19, 
and  for  items  21  and  22  are  to  be  identical  with  the  data  presented  for 
these  sar^e   items  on  all  of  the  individual  Special  Forms  A  relating  to 
the  deed  (verify).  For  item  20,  enter  on  the  Sum.mary  Form  A  all  liens 
"recited  on  the  various  Special  Form.s  A  relating  to  the  deed. 

The  data  entered  on  the  Summary  Form  B  for  items  15  through  18, 
20  through  22,  and  27  through  30  are  to  be  identical  with  the  data  pre- 
sented for  these  same  items  on  all  of  the  individual  Special  Forms  3 
relating  to  the  sheriff's  deed  of  foreclosure.  For  item  19,  if  the  ^ 
same  amount  appears  on  all  of  the  individual  Special  Forms  B,  trans- 
cribe this  amount  to  the  Summary  Form  B.  Note,  however,  that  this  item 
may  have  been  left  blank  because  the  particular  sheriff' s  deed  did  not 
include  all  parcels  which  were  covered  by  the  foreclosed  mortgage.   In 
the  instance  of  item  23,  if  the  amounts  shown  on  all  of  the  individual 
Special  Forms  B  are  identical,  transcribe  this  amount  to  the  Summary 
Form  B.   If  the  individual  amounts  differ  on  the   individual  Special 
Forms  B,  however,  leave  item  23  blank  on  the  Summary  Form  B. 

Similarly,  the  Summary  Form  C  entries  for  itnras  15  through  33 
are  to  bo  identical  with  the  entries  for  these  items  on  each  of  the 
Special  Forms  C  relating  to  the  mortgage  (verify) .  When  all  the  parcels 
included  in  the  transaction  lie  within  one  incorioorated  place  or  civil 
subdivision,  enter  the  name  of  the  incorporated  place  or  civil  division 
in  answer  to  item  3  (Municipality)  of  the  Summ.ary  Form.  When  the  parcels 
are  located  in  more  than  one  incorporated  place  or  civil  division  but  all 
parcels  are  located  inside  the  boundaries  of  the  county,  enter  "Inside" 
in  answer  to  item  3.  When  one  or  more  of  the  prrrcels  are  located  outside 
the  boundaries  of  the  county,  enter  "Outside"  in  answer  to  item  3.  This 
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operation  is   to  he   checked  carefally  Toafoi^e   ■beginning  v;ith  the   editing 
operations.     After   the   Special   and   the   Sumr^ary  Forms  have   teen  edited, 
all  of  the   Special  Forms  relating  to   the   one   transaction  are   to   te 
"bound  together  with  a  rather  hand  and.  filed  for  future  use. 
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■  II  EDITING 
'  A.  General  Editing  lustrMTtions 

Before  coding  or  tabulating  can  "begin,  every  Form  A,  B, 
and  C  must  be  examined  carefully  to  make  certain  that  it  has  "been 
filled  correctly  and  that  no  inconsistencies  exist  "between  entries. 
The  editors  are  to  be  thoroughly  familiar  with  all  transcription 
and  coding  instructions.  This  editing  step  is  most  important  "because 
it  not  only  serves  as  a  check  upon  correctness  of  transcription  but 
also  makes  possible  the  discovery  and  correction  of  inconsistencies 
and  errors  which,  if  not  corrected,  would  delay  and  make  difficult 
the  coding  and  tabulating  work. 

B.   Instructions  for  Editing  Deed 
Schedule,  Form  A 

The  supervisor  is  to  inform  the  editing  clerks  which  of 
the  property  identification  items  m^ist  have  entries,  and  whether  legal 
descriptions  are  essential. 

Items  3  thro-'jgh  22  are  to  be  examined  to  see  that  entries 
appear  in  all  instances  whore  the  information  has  been  found  available 
in  the  county  records.  Note  that  entries  must  appear  for  items  15 
through  19  and  item.s  21  and  22. 

The  following  items  are  to  be  given  a  particularly  close 

i 

scrutiny. 

Item  15.   Identification  or  description  of  property.  —  Must  be 
consistent  with  tho  entry  for  item  14  (Size  of  land). 
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Iton  14«  S^ze  of  land.  —  Must  be  consistent  with  the  description 

entered  for  iten  13,  When  a  taowledgo  of  the  particular 

location  permits,  check  this  entry  for  consistency  with  the 

entries  for  items  4  (Nunber  and  street]^  8  (Hange),  9  (Township), 

10  (Section),  11  (Subdivision),  and  12  (Lot  numbers). 
'  Itsn  15,  Date  recorded.  —  Must  show  a  date.   This  date  must  not 

be  earlier  than  that  shown  for  item  16  (Date  of  instrument). 

It  must  be  the  same  or  a  later  date. 
Item  16.  Date  of  instrument.  —  Must  show  a  date. This  date  must 

not  be  later  than  tliat  shown  for  item  15  (Date  recorded).  It 

must  be  the  same  or  an  earlier  date. 
Iten  17,  Deed  book  nunber,  —  Must  show  a  number. 
Iter:  18.  Pag:e  number,  —  Must  show  a  number. 
Item  19.  Form  of  deed.  —  Must  show  an  "X"  in  one  box  '^nly.   If 

the  "X"  is  for  "Other,"  the  form  must  be  specified. 
Item  20.  Mortc^age  lions  recited  in  deed.  —  An  "X"  m.ay  appear 

in  either  or  both  boxes,  or  both  boxes  may  be  blank.   If 

amount  appears,  an  "X"  must  appear;  b^it  an  "X"  may  appear 

without  amount  being  specified. 

If  amount  appears,  it  must  be  in  dollars  only.   Cross 

out  with  a  colored  pencil  any  entry  for  cents. 
Items  21.  Grantor  (seller)  and  22,  Oro-ntee  (purchaser).  —  Must 

show  entries  which  can  be  interpreted  readily  for  coding. 

Must  be  printed,  not  written. 

If  the  entry  is  a  person's  name,  the  last  name  is  to 

appear  first  followed  by  the  first  name  (or  initial)  and 

middle  name  (or  initial),  if  known,  Example:  JOtlES,  HERBERT  A, 
Upon  completion  of  editing,  the  editing  clerk  is  to  enter 
his  na-me  after  "Oneration  3"  at  the  bottom  of  the  Form  A, 
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C ,   Instructions  r-pr  Editing  Sheriff's  Dcod  or 

Foreclosi:.re  Schedule.  Forn  B 
The  supervisor  is  to  inform  the  editing  clerks  which  of 
the  property  identification  items  must  have  entries,  and  whether 
legal  descriptions  are  essential. 

Itemr,  3  through  23,  and  27  through  30  are  to  he  examined 
to  sec  that  entries  appear  in  all  instances  where  the  information 
has  been  found  available  in  the  county  records.  Note  that  entries 
must  appear  for  items  15  through  19,  21  through  23,  and  27  through  30, 

The  following  items  are  to  he  given  a  particularly  close 
scrutiny, 

Itep,  15,  Idontification  or  description  of  nroperty.  —  Must  he 

consistent  with  the  entry  for  item  14  (Size  of  land). 
Item  14.  Size  of  land.  —  Must  be  consistent  with  the  description 
entered  for  item  13.  When  a  knowledge  of  the  particuh^.r 
location  permits,  check  this  entry  for  consistency  with  the 
entries  for  items  4  (Number  and  street),  3  (Range),  9  (Township), 
10  (Section),  11  (Subdivision),  and  12  (Lot  nujnbcrs). 
Item  15.  Date  recorded.  —  Must  show  a  date  which  is  later  than 

the  date  shown  for  item  21  (Date  filed). 
Item  16.  Deed  book  nujnher.  —  Must  show  number. 
Item  17^  Page  nur.ber.  ~  Must  show  a  number. 

Item  IS,  Type  of  action,  — -  Must  show  an  "X"  in  one  box  only.   If 
the  "X"  is  for  "Other,"  the  t:'rpe  of  action  m,ust  be  specified. 
Item  19.  Amount  due  at  tine  of  foriclosuT'e.  —  Must  show  an  entry 
in  dollars  only.   Cross  out  with  a  colored  pencil  any  entry 
for  cents. 
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Item  21.  Date  filed.  —  Miast  show  a  date.   This  date  must  "be 

-  prior  to  the  date  shown  for  item  15  (Date  recorded). 

Item  22.  Amount  paid  by  purchaser.  —  Must  show  an  amount  in 

dollars  only.   Cross  out  with  a  colored  pencil  any  entry 

for  cents. 

Items  27.  Defendant.  28.  Plaintiff,  and  29.  Purchaser.  —  Must  show 

entries.  Entries  must  he  such  as  to  he  readily  interpreted 

for  coding.  Must  be  printed,  not  ^vritten. 

If  the  entry  is  a  person's  name,  the  last  name  must 

appear  first,  followed  hy  the  first  name  (or  initial)  and 

the  middle  name  or  initial,  if  known.  Example:   JONES,  HERBERT  A. 

If  the  entries  for  items  28  and  29  are  identical,  the  answer 

for  item  38  must  hy  "Yes." 

Item  30.   Is  -purchaser  same  as  plaintiff?  —  Must  show  an  entry. 

If  an  "X"  appears  for  "Yes,"  the  entries  for  item  28  (Plaintiff) 

and  29  (Purchaser)  must  he  idmtical.   If  an  "X"  appears  for 

"Ho"  the  entries  for  items  28  and  29  must  "be  different. 

Upon  completion  of  editing,  the  editing  clerk  is  to  enter  his 

name  after  "Operation  4"  at  the  bottom  of  the  Form  A, 

D,   Instructions  for  Editing  Mortgage 

Schedule.  Eorm  C 

The  supervisor  is  to  inform  the  editing  clerks  which  of  the 

property  identification  items  must  have  entries  and  whether  legal 

descriptions  are  essential. 

Items  3  through  33  are  to  be  examined  to  see  that  entries 

appear  in  all  instances  where  the  information  has  been  found  available 

in  the  county  records.  Note  that  entries  must  appear  for  items  15  through 

21,  and  for  items  32  and  33. 
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Tho  following  items  fire  to  "be  given  a  particralarly  close 
scrutiny . 

Item  13.  Identification  or  description  of  property.  —  Must  be 

consistent  with  the  entrjr  for  item  14  (Size  of  land). 
Item  14.  Size  of  land.  —  lihist   be  consistent  with  the  descriptioia 

entered  foir-item  13.   liThen  a  knowledge  of  the  particular 

location  permits,  check  this  entry  for  consistency  with  the 

entries  for  items  4  (Number  and  street),  8  (Range),  9  (Township), 

10  (Section),  11  (Subdivision),  and  12  (Lot  numbers). 
Item  15.  Date  recorded.  —  Must  show  a  date.   This  da.te  must  not 

be  earlier  than  that  shown  for  item  16  (Date  of  instrument). 

It  must  be  tho  sam.e  date  or  a  later  date. 
Item  16.  Date  of  instnin.ent.  —  Must  show  a  date.   This  date  must 

be  not  later  than  that  shown  for  item  15  (Date  recorded) . 

It  must  be  the  same  date  or  an  earlier  date. 
Item  17.  Mort,'^ago  book  number.  --  Must  show  a  number. 
Item  18.  Pp-ge  number,  —  Must  show  a  number. 

Item  19.  Type  of  mortg;aiP:e.  ~  Must  show  an  "X"  in  one  box  only. 
If  19a  (Straiq;ht  mortgage)  shows  an  "X,  "  then  item  22a 

(Principal)  must  show  an  "X"  for  "other," 

If  either  19b  (Partially  amortized  mortgage)  or  19c 

(Completely  amortized  mortgage)  shows  an   "X,"  an  "X"  may 

appear  for  both  items  22a  (Principal)  and  2-'^b  (Interest), 
Item  20.  Face  amount.  —  Must  show  an  entry  in  dollars  only. 

Cross  out  with  a  colored  pencil  any  entry  for  cents. 
Item  21.  Interest  rate.  —  Must  show  an  entrj-  erprcssod  as 

a  decimal.   If  the  entry  shows  a  fraction,  change  it  to 

a  decimal. 
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Item  22.  Frequency  of  regular  payments.  —  May  or  may  not  show 

an  entry.   If  an  "X"  appears,  the  frequency  of  payments  must 
he  consistent  with  the  entry  for  item  19  (Tyne  of  mortg?ge) . 
If  22a  (Principal)  shows  an  "X"  for  "Other,"  then  an  "X" 
must  appear  for  item  19a  (Straight  mortgs,ge)  . 

If  221)  (Interest)  shows  an  "X,"  then  an  "X"  must  appear 
for  either  19a  (Straight  raortg-age)  ,  19b  (Partially  .gmorLized 
mortgage),  or  19c  (Completely  amortized  mortgage) . 

Item  23.  Date  of  maturity.  —  May  or  m.ay  not  show  an  entry.- 

Item  24.  Term  of  loan  in  years.  —  Must  he  a  figure  and  not  a  date. 
Must  he  consistent  with  the  entries  for  item  16  (Date  of  in- 
strument) and  item  23  (Date  of  maturity). 

Item  25.  Order  of  lion.  —  May  or  may  not  show  an  entry.   If  an 

entry  appears,  the  niomber  shown  raust.be  consistent  with  the  entry 
or  entries  for  item  26  (Prior  liens). 

Item  26.  Prior  lions.  —  May  or  may  not  shov  ,an  entry.   If  an  entry 
or  entries  appear,  they  m.ust  be  consistent  with  the  entry  for 
item.  25  (Order  of  lien)  . 

Amount,  if  shovm,  must  be  in  dollars  only.   Cross  out  with 
a  colored  pencil  anj   entry  for  cents. 

Item  37.  F.H.A.  Insured  mortgage?  —  May  or  may  not  show  an  entry. 
If  the  entry  indicates  "Yes,"  item  19c  (Corapletely  amortized 
mortgage)  must,  show  an  "X;"  the  entry  for  item  21  (interest 
rate)  must  be  either  4.5°^  or  5^;  items  22a  and  22b  (Frequency 
or  regular  payments)  must  each  show  an  "X"  in  the  monthly 
box;  and  the  entry  for  item  25  (Order  of  lien)  must  be  "FIRST." 


13029  -  75  - 

iT.em  28.  Satj.sfied,  a.  Date,  and  b.  Method.  —  May  or  may  not  show 

entries.   If  an  entry  appears  i''or  "Date,"  the  date  must  he  later 
than  shown  for  items  15  (Date  recorded)  or  16  (Date  of  instriment) 
If  an  entry  appears  for  "Method"  it  must  he  either  "Fully  paid," 
"Foreclosed,"  or  "Propertj''  transferred  to  mortgagee."  An  entry 
of  "Renewal" . or  "Extension"  is  not  permissible. 

Item  29.  Extended.  —  May  or  may  not  show  an  entry.   If  an  entry 

appears,  it  m.ust  he  a  date  later  than  shown  for  item.  16  (Date  of 
instrument)  .  T?ie  amoimt,  if  shown,  should  be  not  more  than  the 
amount  shown  for  item  20  (Face  am.ount)  ,  but  this  depends  on  the 
answer  to  item  19  (Type  of  m.ortgage)  . 

If  item  19a  (Straight  m.ortgage)  shows  an  "X,"  the  aino\int 
shown  for  item.s  20  and  29  may  be  the  same.   If  items  19b  or  19c 
show  an  "X,"  the  am.ount  shown  for  ite.a  29  should  be  less  than 
that  shown  for  item  20  in  proportion  to  the  period  for  v/hich 
payments  were  made  as  indicated  by  the  answers  to  items  16 
(Date  of  instrument) ,  22  (Frequency  of  regular  payments) ,  and 
29a  (Date  extended) . 

If  an  amount  appears  it  must  be  in  dollars  only.   Cross  out 
with  a  colored  pencil  any  entry  for  cents. 

Item  30.  Assigned.  —  May  or  may  not  show  an  entry.   If  an  entry 

appears,  the  date  m.ust  be  later  than,  shown  for  items  15  (Date 
recorded)  or  16  (Date  of  instrument).  The  amount,  if  shovm, 
must  be  not  more  than  shown  for  item  20  (Face  amount) . 
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Item  51.   Is  this  inort,r:a^c  a  purchase  money  mortgage?  —  May  or  may 
not  show  an  entry. 

Upon  completion  of  the  editing,  the  editing  clerk  is  to 
enter  his  name  after  "Operation  3"  at  the  bottom  of  the 
schedule,  Form  C. 
Items  33.  Mortgagor  ('borro-ver)  and  33.  Mortgagee  (lender).  —  Must 
show  entries  which  can  be  interpreted  readily  for  coding. 
Must  be  printed,  not  written. 

If   the   entry  is  a  person's  name,    the   ]ast   name   is   to 
appear   fir^t,    follo'.'^ed  by  the   first   name   (or   initial)    and  middle 
name    (or   initial),    if  knov/n.     Example:      JOIJES,    HERBERT  A. 
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III.  CODING 
A.   Inc-tructions  for  Coding  Deed  Schedule,  Form  A 

There  are  two  items  on  the  Form  A  for  which  a  code  is  required: 
namely,  item  21  (Grantor  (seller))  and  item  22  (Grantee  (purchaser)). 
Enter  (in  the  boxes  provided)  the  code  numbers  (indicated  in  the  "Code  of 
agencies"  below)  that  correspond  to  the  entries  for  items  21  and  22. 
Exam.ple:   if  the  name  John  Doe  appears  for  item  21  or  22,  enter  code  "1" 
in  the  box  to  the  right  as  John  Doe  is  the  name  of  an  individual  and  the 
"Code  of  agencies"  shows  the  num.ber  "1"  as  the  correct  code  for  an  indi- 
vidual.  If  the  name  of  an  insurance  company  appears  for  item  21  or  22,  the 
code  entry  is  to  be  "7"  as  the  "Code  of  agjncies"  indicates  that  code  "7" 
is  the  correct  code  for  an  insurance  company. 

In  addition  to  copies  of  the  "Code  of  agencies"  listed  below, 
the  coders  should  be  provided  "ith  a  list  of  the  najnes  of  the  vario^is 
mortgage  lending  institutions  operating  in  the  area  of  the  study.  This 
list  must  designate  whether  the  institutions  are  mortgage  companies, 
construction  companies,  title  and  trust  companies,  etc. 

Code  of  agencies 

1.  Individual 

2.  Building  and  loan 

3.  Mortgage  company 

4.  Commercial  bank 

5.  Savings  bank 

6.-    Title   and  trust   com-pany 
7.      Insurance 
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8,  Construction  company 

9.  H.O.L.C. 

10.  Trustee,  executor,  administrator 

11.  Other 

B .  Instructions  for  Coding  Sheriff's  Deed  or 

Foreclo sure  Schedule,  Form  B 
There  a.re  three  items  to  be  coded  on  the  Form  B  —  items  27,  2C , 
and  29.  The  instructions  prosonted  above  for  coding  agencies  on  Form  A 
are  to  he  followed  in  this  operation. 

C .  Instructions  for  Coding  Mortgage  Schedule , 

Form  C 
Th^re  are  three  items  to  he  coded  on  the  Form  C:  namely,  item.s 
30c,  31,  and  32.   The  instructions  for  coding  these  items  are  the  sam.e 
as  outlined  for  Form  A. 
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IV  TABULATION 
A.  General  Tabulating  Instructions 

After  all  Forms  A,  B,  and  C  recorded  within  one  calendar 
year  have  "been  filled,  edited,  and  coded,  the  data  are  to  be  tabulated 
according  to  the  following  instructions. 

1.  Tables  to  be  prepared  and  source  of  date.  —  A  group  of  seven 
basic  tables  (tables  1  through  ?)  is  to  be  prepared,  based  on  data  obtained 
through  one  or  more  of  the  forms  filled  in  this  survey.   For  each  calendar 
year  these  tables  (except  table  l)  are  to  be  prepared  separately  for  (a) 
each  incorporated  place  in  the  county  with  a  19o0  population  of  5,000  or 
more;  (b)  for  the  co\mty  excluding  incorporated  places  of  5,000  or  more 
("Remainder  of  county"):  (c)  for  all  transfers  (Summary  Forms  A  with  entry 
of  "Inside"  or  "Outside"  for  item  3)  involving  parcels  located  in  more  than 
one  civil  division;  and  ( d)  for  the  county  as  a  whole.  Table  1  is  to  be 
prepared  only  for  the  county  as  a  whole  as  provision  is  made  in  the  stub 
for  all  incorporated  r)laces  and  for  all  other  areas. 

The  1930  -Dopulation  is  to  be  the  determining  factor  in  selecting 
incorporated  places  with  a  population  of  5,000  or  more.  A  separate 
series  of  tables  is  to  be  filled  for  each  year  of  the  survey  for  each 
such  place  even  though  in  earlier  years  its  population  may  have  been 
less  than  5,000.  Note,  however,  that  any  changes  in  civil  division 
boundaries  due  to  annexations,  etc.,  are  not  to  be  taken  into  consideration. 
That  is,  the  tables  for  each  year  are  to  cover  only  transfers  relating 
to  property  inside  the  civil  division  as  of  the  year  of  the  transaction. 
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The  following  list  indicates  the  general  so-urces  of  data 
for  each  tp.ble  as  well  as  the  "basic  relationships  between  Forms  A,  B^ 
and  C,  and  tatles  1  throuijh  7: 

Tatle  No.  Souroe  of  data 


Form  A      Form  B     Form  C 


1  XXX 

2  XXX 

3  X  -         - 

4  -  X         - 

5  -  X         - 

6  ■  -           _          X 

7  _  -          X 


Note  that  while  tables  1  r^nd  2  are  to  utilize  data  from  all 
three  forms,  tables  3  through  6  are  based  on  data,  in  o.ach  esse,  from 
one  form  only. 

The  so^cific  tabulating  instructions  below  o^-ovide  for 
com/oleting  all  hand  sorting  and  tabulating  the  df'ta  from,  one  form 
before  the  sorting  of  the  next  form  is  to  begin.  The?!e  instructions 
are  to  be  studied  carefully  as  the  order  of  sorting  is  arranged  to 
rainiiaize  the  number  of  sorts. 

B,  Instructions  for  Tabulating  Data  From 
Deed  Schedule,  Form  A 

In  hand  sorting  and  tabiilating  Form  A,  include  ( 1)  the  regular 
Forms  A  covering  only  one  parcel  each;  and  (2)  the  Su-imary  Forms  A 
(with  "SU:,a'ARY"  in  the  upper  right  corner)  for  tranrfers  including 
more  than  one  parcel.  The  Suocial  Forms  A  (with  "SPECIAL"  in 
the  upper  right   corner)  for  transfers  including  more  than  one  parcel 
Are  Not  to  be  Included  in  the  Tabulation. 

In  tabulating  table  1,  prepare  the  "Civil  division"  column 
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"by  listing  in  alrhpbetical  order  all  incorriorated  places  in  the  coimty, 
regardless  of  population.  Then  list  in  alr^habetical  order  all  unincorpor- 
ated areas,  followed  by  the  line- "More  than  1  civil  division."  This 
listing  mu'^.t  be  made  carefully  as  it  is  essential  that  all  areas  covered 
by  entries  in  answer  to  item  3  (Municinality)  be  so  included  that  there 
wi]l  be  no  difficulty  in  allocating  each  schedule  to  its  proper  area.  The 
sajnple  table  1,  attached,  is  prepared  for  Hamilton  County,  Ohio.  .As  soon 
as  the  "Civil  division"  stub  is  prepared  the  ta,bul»ting  can  begin. 
Table  1.  —  Deeds.  Sheriff's  Deeds,  and  Mortgages  Recorded  in  ***.  — 

Step  A.  —  Enter  at  the  top  of  table  1  the  calendar  year  of  the  group 

of  Forms  A.  being  sorted. 
Step  E.  —  Sort  Forms  A  by  "Civil  division"  (as  indicated  in  item 
3  (Municipality)  of  Form  A)  in  accordance  with  the  stub  which 
has  been  "ni-eparnd  on  table  1. 

Note;   If  the  S-jmmary  Forms  A  (with  "SUMMARY"  in  ur-per  right 
corner)  show  an  entry  of  a  s-pecific  civil  division  in  answer  to 
item  3,  include  them  with  the  regular  Forms  A  for  that  civil 
division.   If  the  Summary  Forms  A  show  an  entry  of  "Inside" 
or  "Outside"  in  ansvrer  to  item  3,  sort  them  into  a  group 
labelled  "More  than  1  civil  division." 
Stop  C,  —  Count  the  Forms  A  in  each  "Civil  division"  group,  and 
enter  the  results  on  the  correct  line  in  col-uirn  1  (Total 
transfers)  on  table  1.  All  counts  are  to  be  made  separately 
oy   two  people  to  insure  accurac;/'. 
Step  E.  —  Add  the  entries  in  column  1  (Total  transfers) ,  and  enter 
the  resultant  total  on  line  1  (County  total)  in  this  colmnn. 
Table  5.  —  Deeds,  Sheriff  "-s  Deeds,  and  Mortgages  Recorded  in  ***  by 
Month  Recorded.  —  A  separate  table  2  is  to  be  prepared  for  each  calendar 
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year  for  (a)  each  incorporated  place  in  the  cotinty  with  a  1930  population 

of  5,000  or  more;  (Id)  for  the  county  excluding  incorporated  places  of 

5,000  or  more;  (c)  for  all  transfers  (Summary  Forms  A  with  entry  "Inside" 

or  "Outside"  in  answer  to  item  3)  involving  parcels  located  in  more  than 

one  civil  division;  and  (d)  for  the  county  as  a  whole.   The  tahle  2 

for  the  coijJity  as  a  whole  is  to  be  prepared  oy  recapit^jlating  the  tahles  2 

(for  a  given  calendar  year)  for  groups  (a),  (h),  and  (c)  outlined  above. 

Note:   Step  B  in  tabulating  table  1  left  the  Forms  A  grouped 
by  "3ivil  division."   The  Forms  A  for  places  with  a  population  of  5,000 
or  more  are  to  be  maintained  as  separate  groups  and  a  table  2  filled  for 
each  group.   The  Summary  Forms  A  for  transfers  in  "More  than  1  civil 
division"  are  also  to  be  maintained  as  a  separate  group  and  a  table  2 
filled  for  that  group.   The  Forms  A  for  the  remaining  civil  divisions 
("Remainder  of  county")  are  to  be  consolidiited  and  -v  separate  table  2 
prepared. 

Ste^  A. — Eater  at  the  top  of  table  2  the  name  of  the  civil 

division  and  the  calendar  year  for  the  group  of  Forms  A  being 
sorted. 
Ster)  g. — Sort  each  "Civil  division"  group  by  "Month  recorded," 

as  indicated  in  item  15  of  Form  A.   Count  the  Forms  A  in  each 
"Month  recorded"  group  and  enter  tnc  result  en  line  1  (Total 
transfers)  in  the  propier  "Month  recorded"  column  of  the 
"rSEDS  FjICORDED"  section  of  table  2.   Chock  caref-olly. 
Step  C. — Sort  Forms  A  in  each  "Month  recorded"  group  according  to 
whether  an  entry  appears  for  item  19  (Form  of  deed).   Count  the 
forms  in  each  group  and  enter  on  lines  2  (No  report  on  form  of 
deed)  and  3  (Total  reporting  form  of  deed),  respectively,  in 
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the  proper  "Month  recorc'ed"  column  of  the  "DEEDS  RECORDED" 
section  of  table  2.   Check  carefully. 

Step  D.--Sort  the  Forms  A  in  the  group  containing  an  entry  for 

item  19  hy  "Form  of  deed."   Count  the  forms  in  each  group,  and 
enter  results  on  the  correct  line  in  the  proper  "Month  recorded" 
column  of  the  "DEEDS  RECORDED"  section  of  table  2.   Check 
carefully. 

Step  E. — Add  the  entries  for  lines  6  through  10  in  each  col\imn. 

Enter  resultant  totals  on  line  5  (Bona  fide  voluntary  transfers) 
in  the  "DEEDS  RECORDED"  section  of  table  2. 

Step  F. — Add  each  col-umn  and  see  that  the  res'olts  check  with  the 

colunn  totals  already  entered  in  Step  B,  above.   Then  cross  add 
each  line  and  enter  in  col'umn  1  (Total).   See  that  the  sun  of 
the  entries  in  this  colimn  checks  with  the  grand  total  obtained 
by  the  cross  addition  of  line  1,  (Total  transfers).   This  will 
insure  that  "DEEDS  RECORDED"  section  is  in  balance  before 
proceeding  with  additional  entries  on  this  table.   Note  that  the 
summation  of  lines  2  and  3  equals  line  1;  of  lines  4  and  5 
equals  line  3;  and  of  lines  6  through  10  equals  line  5.   Check 
total  mamber  of  transfers  sho\'m  on  table  2  with  comnarable 
totals  on  table  1  and  see  that  they  are  identical. 

Step  Cr.— Prepare  the  "DEEDS  RECORDED"  section  of  tabic  2  for 
the  entire  county  by  recapitijlat ing  corresponding  cells  in 
the  tables  2  for  the  various  civil  divisions  of  the  co'ar.ty, 
including  the  ta,blo  2  for  transfers  involving  "More  thari  1 
civil  division."   Check  carefully  as  in  Stop  F,  above. 
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Table  5.— Deeds  Recorded  in  ***  by  Form  of  Deed  and  by  Type  of  Grantor 
and  Grantee. --This  table  is  to  be  prepared  for  each  year  for  the  same 
"Civil  division"  groups  as  table  2.  Note  that  table  3  is  to  be  filled 
entirely  from  data  from  Forms  A. 

ITote:   Step  D  in  tab-ulating  table  2  left  the  Forms  A  groTOed 
by  "Civil  division,"  by  "Form  of  deed,"  and  by  "Month  recorded."   l-Tow 
combine  the  "Month  recorded"  groups  but  retain  the  "Civil  division" 
and  "Form  of  deed"  sorts.   This  grouping  is  the  starting  point  for 
tabulating  table  3. 

Sten  A. — Enter  at  the  top  of  table  3  the  name  of  the  civil 

division  and  the  calendar  year  for  the  group  of  Forms  A  being 
sorted. 
Step  B.--Sort  Forms  A  for  each  "Form  of  deed"  group  by  "Type  of 
grantor  (seller)"  as  indicated  by  the  code  entry  for  item  21 
of  Form  A.   Count  the  Forms  A  for  each  resultant  group  and 
enter  on  the  correct  line  in  the  proper  col-iomn  of  the  "TYPE 
OF  GEAMOR  (SELLER)"  section  of  table  3.   Check  carefully. 
Now  recombine  the  "TYPE  OF  GRAIWOR"  groups  but  retain  the 
"Form  of  deed"  sort. 
Step  C.--3ort  the  Forms  A  in  each  "Form  of  deed"  group  by  "Type 
of  grantee  (purchaser)"  as  indicated  by  the  code  entry  for 
item  22  of  Form  A.   Count  the  Forms  A  for  each  resultant  group 
and  enter  on  the  correct  line  in  the  proper  coli^mn  of  the 
"TYPE  OF  GRAIITEE  (PURCHASER)"  section  of  table  3.   Check 
carefully. 
Step  D. — Add  each  column  for  each  section  and  enter  totals.  Note 
that  in  each  column  the  entries  for  lines  1  and  14  (Total 
'transfers)  are  to  be  identical. 
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SteD_E. --Cross  add  for  each  line.   Note  that  each  entry  in 

xolxunn  4  equals  the  summation  of  entries  for  columns  5  through 
9  and  that  each  entry  in  column  1  equals  the  summation  of 
entries  in  colunns  2,  3,    and  4.   3e  sure  that  each  section 
of  the  table  balances  by  seeing  that  the  vertical  addition  for 
each  section  in  column  1  gives  the  same  results  as  the  cross 
additions  in  each  section  of  column  totals.   The  entries  on 
lines  1  and  14  (Total  transfers)  are  to  be  identical  with 
the  corresponding  entries  in  column  1  of  table  2. 
Step  F. — Prepare  a  table  3  for  the  entire  county  by  recapitulating 
corresponding  cells  in  the  t3,bles  3  for  the  various  civil 
divisions  of  the  county,  including  the  table  5  for  transfers 
involving  "More  than  1  civil  division."   Check  cerefully  as  in 
Steps  D  and  E,  above. 

Upon  completing  the  tabulation  of  table  3,  the  Forms  A  (Deed 
Schedules)  are  to  be  filed  for  future  reference. 

C.   Instru.ctions  for  Tabulating:  Data  From  Sheriff's 

Deed  or  Foreclosure  Schedule,  Form  B 
In  hand  sorting  and  tab^jlating  Form  B,  include  (l)  the  reg^ilar 
Forms  B  covering  only  one  parcel  each;  and  (2)  include  the  Summary 
Forms  B  (with  "SUl-lMARY"  in  the  upper  right  corner)  for  transfers  in- 
cluding more  than  one  parcel.   The  Special  Forms  B  (with  "SPECIAL"  in 
the  r^Dper  right  corner)  for  transfers  including  more  than  one  parcel 
are  not  to  be  included  in  the  tabulation . 

Table  1. — Deeds.  Sheriff's  Deeds,  and  Mortgages  Recorded  in  *** . — Use 
the  saiiie  table  1  utilized  in  tabulating  Form  A.  The  Forms  B  ax'e  now 
to  be  sorted  to  fill  the  "SHERIFF'S  DEEDS  RECORDED"  section  of  table  1. 
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Ste"0  A.-~3e  sure  that  t?ie  calendar  year  of  the  group  of  Forms  3 
heing  sorted  is  identical  with  the  year  entered  on  the  table. 

Ste-p  B. — Sort  Forms  B  by  "Civil  division"  (as  indicated  in  item 
3  (l.Iimicipality)  of  Form  B)  in  accordance  with  the  stub  which 
has  been  prepared  on  tfble  1. 

lote:   If  the  Summary  Forms  B  (with  "SII/MARY"  in  the 
upper  right  corner)  show  a,n  entry  of  a  specific  civil  division 
in  answer  to  item  3,  include  them  with  the  regiilar  Forms  3  for 
that  civil  division.   If  the  Summary  Forms  ?  show  an  entry  of 
"Inside"  or  "Outside"  in  answer  to  item  3,  sort  them  into 
a  ^'roup  la.belled  "More  than  1  civil  division." 

Ste-p  C. — Count  the  Forms  3  in  Fach  "Civil  division"  group  and 

enter  the  resvJts  on  the  correct  line  in.  .column  2  (Total  in- 
striiji.ents)  of  table  1.  All  counts  are  to  be  m.ade  separately 
by  two  people  to  insure  accuracy. 

Step  D. — Sort  the  Forms  B  for  each  civil  division  into  two  groups: 
one  group  containing  all  Forms  3  on  which  "Amount  paid  by 
purchaser"  (Form  B,  item  22)  is  report^^d;  the  other  group 
containing  all  Forms  3  on  which  this  item  is  not  reported. 
Count  Forms  3  in  each  group  and  enter  results  in  columns  4 
(Tota-l  reporting  amount)  and  3  (iTo  report  on  amount/, 
respoctively,  of  table  1. 

S-^.cp  5.  —  Compute  total  of  "Amount  paid  by  purchaser"  by  adding 
the  entries  on  all  Forms  B  reporting  this  amount.   Enter  the 
result  on  the  correct  "Civil  division"  line  in  coltimn  5 
('Total  amo"unt).   Check  this  computation  carefully  before 
entering.   This  entry  ir.  to  bo  in  dollars. 
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Step  y.--Add  the  entries  in  each  col'Jmn  ana  enter  the  res'oltant 

grand  totals  on  the  top  line. 
Step  G-. — Make  and  check  carefu3-l.y  all  vertical  and  cross  additionr. 
and  see  that  this  section  of  the  tahle  is.  in  balance.  Note 
that  the  s-ammation  of  entries  in  coliuTins  3  and  4  is  to  equal 
tl'ifi  el^try  in  col'ornn  "?. 
Tahle  ?.. — Deeds.  Sheriff's  Deeds,  and  MortgaiP:es  Recorded  in  ***  by 
Month  Fir-corded. --Use  the  same  tahle  2  that  was  utilized  in  tabulating 
Form  A.   The  Forms  B  are  now  to  be  sorted  to  fill  the  "SHERIFF'S  DEEDS 
RECO.--.DSD"  section  of  table  2. 

Hote:   The  "Civil  division"  i;roups  for  which  tables  2  are  to  be 
filleo  r.cnarately  have  already  been  determined  in  sorting  Forms  A  to 
fill  the  "DEEDS  RECORDED"  section  of  tliis  table.   The  Forms  B  are 
now  to  be  :^rouped,  therefore,  into  the  various  "Civil  division"  groups 
for  nhich  a  table  2  has  already  been  partly  prepared,  that  is,  civil 
divisions  of  5,000  and  mor--  popiilation  in  1930,  "Roraainder  of  county," 
and  "More  than  1  civil  division."   In  combining  the  Forms  B  into  the 
various  "Civil  division"  groupings,  do  not  disti-irb  the  separation  of 
the  2  ;a"0U;.is  (those  on  which  a  r'^port  is  made  of  "Amount  paid  by 
p\ircha.3'-^r"  anH  those  on  which  no  such  renort  appears)  that  resulted 
from  Stop  D  of  the  sorting  procedure  for  tc.ble  1. 

Ste-Q  A. — Be  sure  th.-t  the  nane  of  the  civil  division  and  the 

calendar  ye'\r  of  the  group  of  Form  3  being  sorted  arr   the  same 
as  Plrea.dj'-  entered  at  the  top  of  th<;  table  2  being  used. 
Stop  3. --As  the  result  of  Stop  D  in  tabulating  tpble  1,  the  Forms 
3  'jerc  segregated  into  two  groups  recording  to  whothrr  or  not 
".'\:;.ouiit  paid  by  n:)ur chaser"  was  reported.   Sort  the  Forms  3 
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in  each  of  these  £;roups  by  "Morth  renoL-ried"  a'",  indicpted 
in  item  15  of  Form  S.   Coimt  the  Forms  3  in  each  group 
Djvd-   enter  the  res^J.ts  on  line-  18  (No  report  on  amount 
paid)  and  19  (Total  reporting  smoimt  paid),  respectively, 
in  the  proper  column  of  the  "SHERIFF'S  DEEDS  RECORDED" 
section  of  tahle  2. 

Step  G.--Com'oute  the  total  of  "AmoTint  paid  hy  purchaser"  by 
edding  the  entries  on  all  Forms  B  reporting  this  amount 
for  each  "Month  recorded"  group.   Enter  on  line  20  (Total 
e.moimt  paid)  in  "Month  recorded"  column  of  the  "SHERIFF'S 
DEEDS  RECORDED"  section  of  table  2.   Check  this  computation 
carefully  before  entering.  This  entry  is  to  be  in  dollars. 

Ste'o  D. --Retain  ■".'ort  by  "Month  recorded"  and  combine  the  group 
of  Forms  B  'vhich  do  not  report  "Amount  paid  by  purchaser" 
with  those  which  do  report  the  amount . 

Stet:)  B. — Sort  Forms  B  vritliin  each  "Month  recorded"  group  by 

"T^^Tae  of  action,"  as  shown  in  item  18  of  Form  B.   Coijnt  Forms 
B  in  each  group  and  enter  results  on  the  correct  line?  in 
the  proper  columns  of  the  "SHERIFF'S  DEEDS  RECORDED"  section 
of  table  2. 

Step  F. — Hake  and  check  ca.refully  all  necessary  vertical  and  crost 
additions  and  see  that  this  section  of  table  is  in  balance. 
Note  that  the  summation  of  lines  12  and  13  equals  line  11;  of 
lines  14  thrc-'ogh  1?  equals  lino  13;  rmd  of  lines  18  and  19 
equals  line  11.   Check  entries  on  table  2  with  comparable 
entries  on  table  1  and  see  that  they  are  iaentical. 
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Step.  G.— Prepare  the  "SHERIFF'S  DEEDS  RSCOHDED"  section  of  table 
2  for  the  entire  county  by  recapitulating  corresponding  cells 
in  the  ta.bles  2  for  the  various  civil  divisions  of  the  coimty, 
including  the  table  2  for  instr-uments  involving  "More  than  1 
civil  division."   Check  carefully  as  in  Step  F,  above. 
Table  4.  — Sheriff's  Deeds  Recorded  in  ***  by  Type  of  Plaintiff.  T-rpe   of 
Action.  Ajnount  Paid  by  Purchaser,  and  Purchaser-Plaintiff  Relationship. — 
Table  4  is  to  be  prepared  for  the  same  civil  divisions  as  was  table  2. 
Note;   Step  E  in  tabulating  table  2  left  the  Forms  B  grouped 
by  "Civil  divrsion,"  by  "Jlonth  recorded,"  and  by  "Type  of  action."   ilow 
com.bine  the  "I.ionths  recorded"  group  but  retain  the  "Civil  division"  and 
"Type  01  action"  sorts.   This  grouping  is  the  starting  point  for 
tabulating  table  4. 

Step  A.— Enter  at  the  top  of  table  4  the  najne  of  the  civil  division 

and  the  calendar  year  for  the  group  of  Forms  3  being  sorted. 
Step  3.  — Sort  the  Forms  3  for  each  "T.^/pe  of  action"  group  by 

"T-pe  of  plaintiff"  as  indicated  by  the  code  entrj'  for  item 
23  (Plaintiff)  of  Form  3.   Count  the  Forms  3  in  each  group 
and  enter  on  the  correct  line  in  the  proper  column  of  the 
"TYPE  OF  ACTION"  section  of  table  4. 
Stop  C.--Recombine  the  "TYPE  OF  ACTION"  groups  but  retain  the 

sort  by  "Ty-ie  of  plaintiff."   Sort  the  Forms  5  for  e;-'ch  "T;;rpe 
of  plainliff"  group  according  to  v/hether  the  "Amo\int  paid  by 
p-orchaser"  is  indicated  in  item  22  of  the  form.   Co-ont  the 
forms  in  each  group  and  enter  in  the  proper  column  on  lines  9 
(No  report  on  amo-or.t  paid)  and  10  (Total  reporting  amount  paid), 
rGspcctivcly,  of  the  "AMOUNT  PAID  BY  PURCHASER"  section  of  table  4. 
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Ste--;  D. — Sort    the  Forms  ^  for  the  group   ir   v/hich  the   "Amount 

paid  by  purchaser"    is   entered  on  the   form  ty   the   size   of  the 
amoimt   paid  in  occordance  with  the   intervals   shown  in  the 
stuh   of   ts.ble  4.      Count   the  forms   in  each  group  and  enter  on 
the   correct   line   in  the  proper   column  of   the   "AMOUNT  PAID 
BY  PURCHASER"    section   of   the   tahle. 

Ste---)  E.— Com-iute   the   total    of  "Amount   paid    by  purchaser"   hy  adding 
the   entries   on  all   Porms  B  reporting  this  amount.      Enter  on 
line   24   (Total   amoimt   paid)    in  the  proper  column  of  the 
"A'tOWIT  PAID  BY  PURCHASER"    section   of  tatle   4.      Check   this 
computation   carefa.lly  hefore   entering.      This   entn-'   is   to  he 
in  dollars. 

Step  F. --Compute   the   "Aver8,ge  .amo-jnt    per   instrumient"    for   each 
"Type    of  plaintiff"    group  hy  dividin.';  the    entry   for  line   24 
(Total   amount   TDaid)   hy  the   entry   for  line   10   (Total    reporting 
amount   paid).      Enter   on  line   25   (Average  amount  per   instrument) 
in  the  proper  column  of  ^he  "AMGU:TT   PAID  BY  PURCHAS^Jl"    section 
of   tahle  4.      ChecV:  this   computation   carefully  before  entering. 
This  entry  is   to  "be   in  dollars. 

3tyo  G.—rtr combine   the   "AI/'CmiT  PAID  BY  PimCHASER"    groups  but   re- 
tain the  "T^.rpe    of  plaintiff"    sort.      Sort   the   Forms  3   in 
each  ^'Type   of  plaintiff"    group   recording  to  ?/hcthor  on 
entry  apooars   in  an-w  r  to  item   30   (Is  --mrcliaser   same  as 
plaintiff?),      Maico   th',    nccespary  ertries   on  linos   27   (No 
report)    and  28   (Total   reporting-),    respectively,    in  the 
proper   column  of  the   "PUrXFASEP-PLAP-ITIFF  RELATIONSHIP" 
section  of  table   4. 


13029  -  91  - 

Step  H.  —  Sort  the  Forms  B  on  which  an  entry  rVjes  appear  in  answer 
to  item  oO  according  to  whether  the  entry  is  "Yes"  or  "llo." 
•  iake  the  neces'-,arv  entries  on  line  2^  (Purchaser  same  as 
plaintiff)  and  line  30  (Pui'chaser  not  same  as  plaintiff)  in 
the  proper  colw:;n  of  the  "PUHCIIASER-PLAINTIFF  RELATIONSHIP" 
section  of  the  tahle. 

St Q-'.j   I . — Mfke  all  necessary  vertical  and  cross  additions  and  see 

that  each  tahle  4  is  in  oalance.   iJote  that  the  entries  for  lines 
1,  8,  and  26  (Total  instraments)  must  be  identical.  The  simimation 
of  lines  2  and  3  equals  line  1;  o-f^  lines  4  through  7  equals  line 
3;  of  lines  9  a.nd  10  equtls  line  8;  of  lines  11  through  23  equfils 
line  10;  of  lines  27  and  28  equals  line  26;  and  of  lines  29  and 
30  equals  line  28.   Check  entries  on  tahle  4  with  comparable 
entries  on  table  2  and  see  that  they  are  identical. 

StcT)  J. — Prepare  a  table  4  for  erch  year  for  the  entire  county  by 
recapitulating  the  corresponding  cells  on  the  tables  4  for  the 
various  civil  divisions  of  the  count/,  including  the  table  4 
for  transfers  involving  "More  than  1  civil  division."   Check 
carefully  as  in  Step  I,  above. 
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Table  5.  — Sheriff's  Deeds  Recorded  in  ***  T?y  T^e  of  Plaintiff  **'*.— 
This  taole  is  to  be  prepared  for  the  same  civil  divisions  as  were  tables 
2  and  4. 

Note:   Step  H  in  tabulating  table  4  left  the  Forms  B  grouped  by 
"Civil  division,"  "Type  of  plaintiff,"  and  by  "PUHCHASER-PLAINTIFF 
HELATIOUSHIP."  Now  combine  the  "PtIRCHASEE-PLAINTIFF  RELATIONSHIP" 
gro  ■'OS  but  retain  the  "Civil  division"  end  "Type  of  plaintiff"  sorts. 
This  £roux)ing  is  the  starting  point  for  tabulating  table  5. 

Step  A. — Enter  at  the  top  of  table  5  the  name  of  the  civil  division 

and  the  calendar  year  of  the  group  of  Forms  B  being  sorted. 
Step  3.— Sort  the  Forms  B  for  each  "Tj^je  of  plaintiff"  group  into 
two  groups  based  on  whether  or  not  "Am.our.t  due  at  time  of  fore- 
closui'e"  is  reported  in  item  19  of  the  form.   Count  the  forms 
in  each  group  and  enter  on  lines  2  (No  report  on  amount  due) 
and  3  (Total  reporting  amoijnt  due),  respectively,  in  the 
proper  column  of  the  "AIvIOUNT  DUE  AT  TIME  OF  FORECLOSURE"  section 
of  table  5'. 
Ste^i  C. — Compute  the  total  of  "Amourt  due  at  tine  of  foreclosure" 

by  adding  the  entries  on  all  Forms  B  reporting  this  amount.   Enter 
on  line  4  (Total  ajr.ount  due)  in  the  proper  column  of  the  "AtiO'uKT 
DUE  AT  TIME  OF  FORECLOSURE"  section  of  t-ble  5.   Check  this  com- 
puta.tion  carefully  before  entering.   This  entry  is  to  be  made  in 
dollars. 
Step  D. — Compute  the  "Average  amount  per  instrument"  for  each  "Type 

of  plaintiff"  group  by  dividing  the  entry  for  line  4  (Total  amount 
due)  by  the  entry  for  line  3  (Total  reporting  amount  due).   Enter 
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on  line  5    (Average  amount  per  instriiment)  in  the  proper  colijmn 
of  the  "AMOUFT  DUE  AT  Tll^ffi  OF  FORECLOSURE"  section  of  tahle  5, 
Check  this  computation  carefully  "before  entering.  This  entry 
is  to  be  in  dollars. 

Step  E.  —  Sort  the  Forms  B  for  the  group  reporting  "Amo\mt  due  at 
time  of  foreclosure"  into  two  groups  based  on  whether  or  not 
"Amount  paid  by  purchaser"  is  entered  for  item  22  of  the  form. 
Take  each  Form  B  which  shows  entries  for  both  items  19  and 
22  and  compute  the  ratio  of  "Amount  due"  (item  19)  to  "Amount 
paid"  (item  22);  that  is,  divide  "Amount  due"  by  "Amount  Paid," 
Enter  this  ratio,  expressed  as  a  percent,  in  the  space  to  the 
right  of  the  words  "Form  B"  on  the  face  of  the  Form  B. 

Step  F.  —  Sort  the  Forms  B  (on  which  the  ratio  has  been  entered) 
for  each  "Type  of  plaintiff"  group  by  "Ratio  of  amount  paid 
to  amount  due"  in  accordance  with  the  intervals  listed  in  the 
stub  of  table  5.   Count  the  forms  in  each  group  and  enter  on 
the  correct  line  in  the  proper  column  in  the  "RATIO  OF  AAIOUCT 
DUE  TO  AMOUNT  PAID"  section  of  table  5.  Enter  on  line  7  (l>To 
report  on  ratio)  the  number  of  Forms  B  on  which  the  ratio  was 
not  entered  dp.e  to  the  lack  of  one  or  both  of  the  items.  This 
entry  for  line  7  (No  report  on  ratio)  is  to  be  equal  to  line  2 
(No  report  on   amourt  due)  plus  the  number  of  Forms  B  which 
report  "Amoijnt  due  at  time  of  foreclosure"  but  do  not  report 
"Amount  paid  by  p-orchaser."  Now  recombinc  the  groups  relating 
to  "Amount  due"  but  retain  the  "Type  of  plaintiff"  sort. 

Step  G.  —  Sort  the  Forms  B  in  each  "Type  of  plaintiff"  group  by 
"TjTDe  of  defendant"  as  indicated  by  the  code  entry  for  item  27 


13029  .  -  94  - 

of  the  form.   Count  the  forms  in  «ach  grcap  and  enter  on  the 
correct  line  the  proper  coltuP.n  of  the  "TYPE  OF  DEFENDAIIT" 
section  of  table  5. 

Sten  H,  —  Make  and  check  all  nc-cessary  vertical  .and  cross  additions 
and  see  that  each  table  5  is  in  balance.  Note  that  the  entries 
for  lines  1,  6,  and  22  (Total  instruments)  must  be  identical. 
The  summation  of  lines  2  and  3  equals  line  1;  of  lines  7  .and  8 
equals  line  6;  of  lines  9  through  21  equals  line  8;  of  lines  23  . 
and  24  equals  line  22;  and  of  lines  25  through  35  equals  line  24. 
Check  the  entries  on  table  5  with  comparable  entries  on  table  4 
and  see  that  they  are  identical. 

Step  I.  —  Prepare  a  table  5  for  each  year  for  the  entire  county  by 
recapitulating  corresponding  cells  on  the  tables  5  for  the 
various  civil  divisions  of  the  county,  including  the  table  5 
for  transfers  involving  "More. than  1  civil  division."   Check 
carefully  as  in  Step  H,  above. 

D.  Instructions  for  Tabulating  Data  From 
Mortgage  Schedule,  Form  C 

In  hand  sorting  and  tabulating  Form  C,  include  (l)  the  rogular 
Forms  C  covering  only  one  parcel  each;  and  (2)  include  the  Summary  Forms 
C  (with  "SW.liAEY"  in  the  upper  right  corner)  for  transfers  including  more 
than  one  parcel.   The  Special  Forms  B  (with  "SPECIAL"  in  the  upper  right 
corner)  for  transfers  including  more  than  one  parcel  are  not  to  be 
included  in  the  tabulation. 


13039  -  95  - 

Tablu  1.  —  Deeds,  Sheriff's  Deeds,  and  Mortgages  Recorded  ***  .  —  Use 

the  same  tahle  1  -atilized  in  tabulating  Forms  A  and  B.  The  Forms  C 

are  low  to  be  sorted  to  fill  the- "M0RTGAG"3S  RECORDED"  section  of  the  table. 

Stop  A»  —  Be  sure  that  the  calendar  year  of  the  group  of  Form.s  C 
being  sorted  is  identical  with  the  year  entered  on  the  table. 

Step  B.  —  Sort  Forms  C  by  "Civil  division"  (as  indicated  in  item  3 
(Mxmicipality)  of  Form.  C)  in  accordance  with  the  stub  which 
has  been  prepared  on  t-ble  1. 

Note;  If  the  Summary  Forms  C  (with  "Sm'MARY"  in  the  upper 
right  corner)  show  an  entry  of  a  specific  civil  division  in 
answer  to  item  3,  include  them  with  the  regular  Forms  C  for  that 
civil  division.   If  the  Summary  Forms  C  show  an  entry  of  "Inside" 
or  "Outside"  in  sntuver  to  item  3,  sort  them  into  a  group  labelled 
"More  than  1  civil  division." 

Step  C.  —  Count  the  Forms  C  in  each  "Civil  division"  group  and  enter 
results  in  column  6  (Total  mortgages)  of  tabl3  1.  All  counts  are 
to  be  made  sepnrately  by  two  people  to  insure  accuracy. 

Step  D.  —  Sort  the  Forms  C  for  each  civil  division  into  two  gi'oups 
based  on  whether  or  not  "Face  amount"  is  reported  in  item.  20  of 
Form  C.   Coiunt  Forms  C  in  each  group  and  enter  results  in  colum.ns 
7  (No  report  on  amount)  and  fc  (Total  reporting  amount) .respectively, 
of  table  1. 

Step  E.  —  Compute  the  total  of  "Face  amount"  by  adding  the  entries  on 
all  Forms  C  reporting  this  amo'-int.  Enter  on  the  correct  "Civil 
division"  line  in  column  9  (Total  amount).   Check  this  computation 
carefully  before  entering.  This  entry  is  to  be  in  dollars. 
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Stop  F,  —  Make  all  necessary  vertical  and  cross  additions  and  see 
tliat  this  section  of  the  tatle  is  in  balance.  Note  that  the 
siiiTimation  of  the  entries  in  coliimns  7  and  8  equals  the  entry 
.in  column  6. 
Ta.Tpl-?  2.   —  Deeds  Recorded  in  ***,  "by  Form  of  Deed,  and  hy  Type  of  Grantor 
and  Grantee.  —  Use  the  same  table  2  that  ras  utilized  in  tabulating 
Forms  A  and  B.  The  Forms  C  are  now  to  be  sorted  to  fill  the  "MORTGAGES 
RECORDED"  section  of  table  2. 

Note;   Step  D  in  tabulating  tfble  1  left  the  Forms  C  f'rouped 
by  "Civil  division"  snd  by  whether  or  not  "Face  amount"  was  reported, 
Now  com.bine  the  "Civil  Division"  groups  into  the  various  "Civil  division" 
groups  for  which  a  table  2  has  already  been  partly  prepared.  Retain 
the  sort  based  on  whether  or  not  "Face  amount"  is  reported  in  ansiver 
to  i^-em  20  of  the  form.  This  grouping  is  to  serve  as  the  starting 
point  for  tabulating  the  last  section  of  table  2. 

Step  A.  —  Be  sure  that  the  name  of  the  civil  division  and  the 
calendar  year  of  the  Forms  C  being  sorted  are  the  same  as 
already  entered  r-t  the  top  of  the  table  2   being  used. 
Step  B.  —  Sort  the  Forms  C  within  each  of  the  two  groiips  (the  group 
reporting  "Face  araoiint"  and  the  group  not  reporting  "Face  amount") 
by  "Month  recorded"  as  indicated  by  item  15  of  Form.  C.   Count 
the  Forms  C  in  ench  group  and  enter  the  results  on  lines  22  (Mo 
report  on  face  amount)  and  23  (Total  reporting  face  ajaount)  , 
respectively,  in  the  proper  column  of  the  "MORTGAGES  RECORDED" 
section  of  table  2. 
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Step  C.  —  Compute  the  total  of  "Face  amount"  by  adding  the  entries 
on  all  Forms  C  reporting  this  amount.  Enter  on  line  24  (Total 
face  amount)  in  the  proper  column  of  the  "MORTGAGES  RECORDED" 
section  of  table  2.   Check  this  computation  carefully  before 
entering.  This  entry  is  to  be  in  dollars. 
Step  D.  —  Make  and  check  carefully  all  necessary  vertical  and  cross 
additions  and  see  that  this  section  of  the  table  is  in  balance. 
Note  that  the  summation  of  lines  22  and  23  equal  line  21,   Check 
entries  on  table  2  with. comparable  entries  on  table  1  and  see 
tha.t  they  are  identical. 
Stex)  E.  —  Prepare  the  "MORTGAGES  RECORDED"  section  of  table  2  for 
the  entire  co^anty  by  recapitulating  corresnonding  cells  in  the 
tables  2  for  the  various  civil  divisions  of  the  county,  including 
the  table  2  for  mortgages  involving  "More  than  1  civil  division." 
Check  Carefully  as  in  Step  D  above. 
Table  6.  —  Mortgages  Recorded  in  ***  by  Type  of  Mortgagee,  Face  Amount 
and  Interest  Rate.  —  Table  6  is  to  be  prepared  for  the  same  civil  divisions 
as  v/as  table  2. 

Hote;  Step  B  in  tabulating  table  2  left  the  Forms  C  for  each 
civil  division  in  grouDS  according  to  whether  "Face  amount"  (of  mortgage) 
is  indicated  and  by  "Month  recorded."  Now  combine  the  "Month  recorded" 
groups,  but  leave  the  Forms  C  for  each  civil,  division  in  groups  according 
to  whether  "Face  amount"  is  indicated.  This  grouping  is  the  starting 
point  for  tabulating  table  6. 
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Step  A.  —  Enter  at  the  top  of  table  6  the  na-ne  of  the  civil  division 
and  the  calendar  year  of  the  group  of  Forms  C  being  sorted. 

Step  B.  —  Sort  the  Forms  C  in  each  of  the  two  groups  (those  reporting 
the  "Face  amount"  and  those  not  reporting  it)  by  "Type  of  m.ort- 
gagee  (lender)"  as  indicated  by  the  code  entry  for  item  33  of 
the  form.   Count  the  forms  in  each  group  and  enter  on  lines  3 
(No  report  on  face  amount)and  3  (Total  reporting  face  amomit) , 
respectively,  in  the  proper  columns  of  the  "FACE  MIOIWT  OF  KIOETGAG-E" 
section  of  table  6. 

Step  C.  —  Sort  the  Forms  C  (for  each  "Tyve   of  m.ortg3g:e"  group)  which 
s'low  "Face  amo'ont"  (of  mortgage)  by  the  size  of  the  face  amount  in 
accordance  with  the  intervals  sho'Tn  in  the  stub  of  table  6.   Count 
the  forms  in  each  group  and  enter  on  the  correct  lines  in  the 
proper  column  of  the  "FACE  AilOUlIT  OF  MORTGAGE"  section  of  table  6, 

Step  D,    —  Compute  the  total  of  "Face  amount"  (of  mortgage)  by  adding 
the  entries  on  all  Forms  C  reporting  this  am.o^jnt.  Enter  on  line 
17  (Total  face  amount)  in  the  proper  column  of  the  "FACE  AMOUITT 
OF  MORTGAGE"  section  of  table  6.   Check  this  comioutation  carefully 
before  entering.  This  entry  is  to  be  in  dollars. 

Step  E.  —  Compute  "Average  face  amo^ont"  (of  mortgage)  for  each  "Tr/po 
of  mortgages"  group  by  dividing  the  entry  for  line  17  (Total  face 
auount)  by  the  entry  for  line  3  (Total  reporting  face  amount) . 
Enter  on  line  18  (Average  face  amormt)  in  the  proper  column  of 
the  "FACE  AMOUNT  OF  MORTGAGE"  section  o^^  table  6.   Check  this 
computation  carefully  before  entering.  This  entry  is  to  be  in 
dollars.  How  recorabine  the  "FACE  AI.IOUIIT  OF  :,:ORTGAGE"  groups 
but  retain  the  "Type  of  m.ortgagee"  sort. 
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Stop  F.  —  Sort  Forms  C  for  aach  "Type  of  mortgagee."  group  into  two 
groups,  'based  on  whether  or  not  "Interest  rate"  is  reported  in 
answer  to  item  21  of  the  form.   Count  the  Forms  C  and  enter  the 
results  on  lines  20  (No  report  on  interest • rate)  and  21  (Total, 
reporting  interest  rate),  respectively, ~  in  the  proper  column  of 
the  "INTEREST  RATS"  section  of  tahle  6. 

Step  G.  —  Sort  Forms  C  (for  each  "Type  of  mortgagee"  group)  which 
report  "Interest  rate"  (in  answer  to  item  21)  by  the  rate  of 
interest  in  accordance  with  the  intervals  listed  in  the  stiih  of 
taole  6.   Count  the  forms  in  each  group  and  enter  results  on 
the  coi-rect  line  in  the  proper  column  of  the  "INTEREST  RATE" 
section  of  tahle  6. 

Step  H.  —  Compute  the  "Total  interest  rate"  by  adding  the  entries 
on  all  Forms  C  reporting  this  item.  Enter  on  line  38  (Total 
interest  r^te)  in  the  pro-oer  column  of  the  "INTEREST  RATS" 
section  of  table  6.   Check  this  computation  carefully  before 
entering.   This  entry  is  to  be  in  percent.   It  is  entered  here 
to  serve  as  a  perm.anent  record  of  the  basis  for  computing  the 
next  line. 

Ste-p  I.  —  Compute  the  "Average  interest  rate"  for  each  "Type  of 
mortgagee"  group  by  dividing  the  entry  for  line  3S  (Total 
interest  rate)  by  the  entry  for  line  21  (Total  reporting 
interest  rate) .  Enter  on  line  39  (Average  interest  rate)  in 
the  proper  column  of  the  "INTEREST  RATE"  section  of  table  6. 
Check  this  computation  carefully  before  entering.   This  entry 
is  to  be  in  percent. 
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Stop  J.  —  Make  and  check  all  necessary  vertical  and  cross  additions 
and  see  that  ea.ch  ta"ble  6  is  in  "balance.  Note  that  the  entries 
for  lines  1  and  19  (Total  mortgages)  must  be  identical.   The 
summation  of  lines  2  and  3  equals  line  1;  of  lines  4  through  16 
eq-oals  line  3;  of  lines  20  and  21  equals  line  19;  and  of  lines 
23  through  37  equals  line  31.   Check  the  entries  on  table  6  with 
comparable  entries  on  tables  1,  3,  etc. 
Step  K.  —  Prepare  a  table  6  for  each  year  for  the  entire  county  by 

recapitulating  corresponding  cells  in  the  tables  6  for  the  various 
civil  divisions  of  the  county,  including  the  table  4  for  transfers 
involving  "More  than  1  civil  division."   Check  carefully  as  in 
Step  J,  above. 
Table  7.  —  Mortgages  Recorded  in  ***  by  T^n^e  of  Mortgagee,  Priority  of 
Loan;-.  ***  .  —  Table  7  is  to  be  prepared  for  the  same  civil  divisions  as 
was  table  2. 

Note;  Step  G  in  tabulating  table  6  left  the  Forms  C  grouped  by 
"Civil  division,"  by  "Type  of  mortgage,"  and  by  various  classif ic^'tions 
relating  to  "Face  amoimt."  Now  combine  all  the  various  "Face  amount" 
sorts  but  retain  the  "Civil  division"  and  "Type  of  mortgagee"  sorts. 
This  grouping  is  the  starting  point  for  tabulating  table  7. 

Step  A.  —  Enter  at  the  top  of  table  7  the  name  of  the  civil  division 

and  the  calendar  year  of  the  group  of  Forms  C  being  sorted. 
Step  E.  —  Sort  the  Forms  C  in  each  "Type  of  mortgagee"  group  into 
two  groups  based  on  'vhether  or  rot  an  entry  appea.rs  for  item 
26  (Prior  liens)  of  the  form.   Count  the  Forms  in  each  ^-roup 
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and  enter  on  lines  2  (No  report  on  prior  liens)  and  3  (Total 
reporting  on  prior  liens) ,  respectively,  in  the  proner  column 
of  the  "PRIORITY  OF  LOAIJ"  section  of  tatle  7.   (Note  that 
if  the  entry  is  "Wone"  the  Form  C  is  to  "be  included  in  the 
entry  for  line  3  (Total  reporting  on  prior  liens) . 

Step  C.  —  Sort  the  Forms  C  in  the  "Total  reporting  on  prior  liens" 

group  according  to  whether  or  not  the  entry  for  item  26  definitely 
states  there  are  no  prior  liens  or  shows  that  there  are  prior 
liens.   Count  the  Forms  C  in  each  group  and  enter  on  lines  4 
(iJo  prior  liens)  and  5  (Prior  liens  outstanding)  ,  respectively, 
in  the  proper  column  of  the  "PRIORITY  OF  LOAN"  section  of  ta-hle  7. 
Now  recorahine  the  "PRIORITY  OF  LOAN"  groups  hut  retain  the  "Type 
of  mortgagee"  sorts. 

Step  D.  —  Sort  the  Forms  C  ir  e^ch  "Type  of  m.ortgagee"  group  hy 
whether  or  not  "Type  of  mortgage"  is  repoi  ted  in  answer  to 
item  19  of  the  form.  Then  sort  those  on  which  "Type  of  mortgage" 
is  reported  into  groups  depending  on  type.  Make  the  neces^-ary 
entries  in  the  "TYPE  OF  MORTGAGE"  section  of  tahle  7.  Now 
recomhine  the  "TYPE  OF  MORTGAGE"  grouns  hut  retain  the  "Type 
of  mortgagee"  sorts. 

Step  E.  —  Sort  the  Forms  C  in  each  "Type  of  mortgagee"  groan  by 
whether  or  not  "Frequency  of  regular  payments  on  interest" 
is  reported  in  answor  to  item.  22b  of  the  form.  Then  sort  all 
Forms  C  containing  an  answer  to  item  22b  into  groups  according 
to  the  frequency  of  payiriont  on  interest  as  indicated  on  the 


l.'^029  -  102  - 

stub  of  table  7.   Coimt  the  Forms  C  ir.  each  group  and  enter 
on  the  correct  line  in  the  prorier  column  of  the  "FEEQTJEMCy 
OF  EFGULAE  PARENTS  OK  INTEREST"  section  of  table  7.  Now 
recombine  the  "FESQUENCY  CF  REGULAE  PAYMENTS  ON  INTEREST" 
groiTps  but  retain  "ly-pe   of  mortgagee"  sorts. 

Step  F.  —  Sort  the  Forms  C  for  each  "Type  of  mortgagee"  group 

according  to  whether  an  entry  appears  for  "Frequency  of  regular 
payments  on  principal"  in  answer  to  item  22a.  Then  sort  all 
Forms  C  containing  an  answer  to  item  22a  into  groups  according 
to  the  frequency  of  payment  on  principal  as  indicated  in  the 
stub  of  table  7.   Count  the  Forms  C  in  each  group  and  enter  on 
the  correct  line  in  the  proner  column  of  ':he  "FREQUENCY  OF 
REGULAR  PAYISNTS  ON  PRINCIPAL"  section  of  table  7.  Now  re- 
com.bine  the  "FREQJJENCY  OF  REGULAR  PAYli'iENTS  ON  PRINCIPAL"  groups 
but  retain  the  "Type  of  mortgagee"  sorts. 

Step  G.  ~  Sort  the  Forms  C  for  each  "Type  of  mortgagee"  group  accord- 
ing to  whether  an  entry  ar^pears  for  "Term  of  loan  in  years"  in 
answer  to  item  24.  Then  sort  the  Forms  C  containing  an  answer 
to  item  24  by  the  term  of  years  reported  as  indicated  in  the 
stub  of  to,ble  7.   Count  the  Forms  C  in  each  group  and  enter 
on  the  correct  line  in  the  pronor  column  of  the  "TERM  0"  LOAN 
IN  YEARS"  section  of  table  7.  Now  recombine  the  "TEitt^  OF   LOAN 
IN. YEARS"  groups  but  retain  the  "T^^pe  of  mortgagee"  sorts. 

Step  H.  —  Sort  the  Forms  C  for  each  "Tyne  of  mortgagee"  group  accord- 
ing to  whether  an  entry  arjpears  in  answer  to  item  27  (F.H.A. 
insured  mortgage)  .  Then  sort  all  Forms  C  containing  an  tinsv/er 
to  item  27  according  to  whether  the  answer  is  "Yes"  or  "No." 
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Count  the  Forms  C  nn  each  group  and  enter  on  the  correct  line 
in  the  proper  colu-nn  of  the  "INSURAIJCE  IN  FEDERAL  HOUSING 
ADMINISTRATION"  section  of  tahle  7.  Now  r-comhine  the  "INSURANCE 
IN  FEDERAL  HOUSING  ADMINISTRATION"  groups  but  retain  the  "Type 
of  mortgagee"  sorts. 

Step  I.  —  Sort  the  Forms  C  in  each  "Type  of  mortgagee"  group  accord- 
ing to  whether  there  is  ar^  answer  to  item  32  (Mortgagor).  Then 
sort  all  Forms  C  containing  an  answer  to  this  item  hy  "Type  of 
m-ortgagor"  as  indicated  by  the  code  entry.   Count  the  Forms  C 
in  each  group  and  enter  on  the  correct  line  in  the  pro-oer  col-am.n 
of  the  "TYPE  OF  MORTGAGOR"  section  of  table  7. 

Step  J.  —  Make  and  check  carefully  all  necessary  vertical  and  cross 
additions  and  see  that  each  table  7  is  in  balance.  Note  that 
the  entries  for  lines  1,  6,  12,  20,  28,  44,  and  49  (Total 
m.ortgages)  must  be  identical.  The  sum.mation  of  lines  2  and  3 
equals  line  1;  of  4  and  5  equals  line  3;  of  7  and  8  enuals  line  5; 
of  9  thro-ogh  11  equals  line  8;  of  13  and  14  equals  line  12;  of 
15  through  19  equals  line  14;  of  21  and  22  equals  line  20;  of  23 
through  27  eauals  line  22;  of  29  and  30  eauals  line  28;  of  31 
through  43  equals  line  30;  of  45  and  46  ecuals  line  44;  of  4-7 
and  48  eouals  line  46;  of  50  and  51  equals  line  49;  of  5c'  through 
62  equals  line  51.   Check  the  entries  on  table  7  with  comparable 
entries  on  tables  1,  2,  6,  etc. 

Step  K.  —  Prepare  a  t.able  7  for  each  calendar  year  for  the  entire 
county  by  recapitulating  the  corresponding  cells  in  the  tables  7 
for  the  various  civil  divisions  of  the  county,  including  the  table 
4  for  transfers  involving  "More  than  1  civil  division."   Check 
carefully  as  in  St en  J,  above. 

#  #  # 
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